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1) . ..anoxderthatcaribe lllbmdmlBtood wfll be lllhJderstood." 
, :  

-vm?401tke - 

fhmndcat~accurate, timelpinstrmtiawand 
todiy’a Amy as it bma to &ml&s of the 1800'8. 
t2trhmm l&w: 
'_ 

infafirarim ia as tital to 
Caneiderthieomlerfiumthe 

?m-dRaglanwi8hesthehvalry to&vancerapidlytottiefmnt-- 
follow&eelwnly4inatryto pmventthe enemymxyingewaythe 
gum. 'hpapHarseArtillezymyaccanpany. F&nch&valxyiis on 
youLT left. +sxM.ate;" 
Veil Iard Luccan that 

Imx3 Raglan yelled.to the aide a13.b left, 
the C&&y is to attack immediately." 

We'n~t be able to articulate our intenti- 80 that soldiers end citiliane 
twe&elon~r&~&villk~~~~theend~ seek. Oneuaytoa~v s&hclear 
and con&m cpmnun fzimpe thesualityofourtitltlg. mis 

Army Leaders, an help if used correctly.. It 
writing style which establishes writ- etanda& 

andguidelines,&doutl$xle8 editing tool8 tohelp reinforce the etandards for 
omeltrree mdour mdmdgates. 

ekille, An order that can be mderstood 
When if OUL: soldiers are called upm to risk,the$r 

litres in the accaqliii)arent of their mission, there nust be no mismkinjj 

a# ? 

4 / Jam.wIm,JR.; 
.-al, United St+ Army 

Cm!f of Staff 
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SectIon IV of this letter and the orders assigning you to then tailor it to each type 
Effective Writing and the course. correspondence. 

, Corresl)ondcnc+The New Army c. Use ocrive wriring. 
Writing Style 

c. Packaging. Structure correspondcnc 
(1) The active voice emphasizes the doer for easy quick reading: 

of the action. Action wiiting: 
147. Goal (a) Shows who or what do& the action in pose sentence. 

(I) First, open with a short, clear @r- 

a The goal of all ,Army correspondence the seritence, or 
is effeciive’cdmmunication.. lnfotmatioo lb1 Puts the doer before the verb: (2) Next, put the recomrnindation, co;- 
overload and the complexity of the modem (2) Tbe standard .English sentence order, 

elusion, or more important-information as 

Agmy mandate changes in writing the main point. (‘fbese first two steps can be 
subject-verb-object. works best. It speeds 

correspondence. combined in some correspondence;) 
communication and helps the ridder under- 

b. To make these changes, the Army has send the main point, (3) Last, clearly separate each section. 
set new standards for all Army writings, in- Use short paragraph hcadiogs dr. section (3) The active voice creates shorter 
eluding correspondence. These new stao- titles sentences. Eliminating the passive voice 
dards are the mandated Army style, and are reduces the number of.words in a sentence. : fa) EXAMPLE I: Without pockaging. 
not suggestions. (a) Pahive: The -FT test was passed by 1; The purpose of this memorandum ig to 

SGT Hayes (8 words). ppblish policies and procedures to 1,essen the 
i-49. Standards for Army writing lb) Active: SGT Hayes passed the G test administrative burden on the operating 

b a. Effective Army writing transmits a (6 words). forces through a reduction in the need for 
clear message in a single, rapid reading, and (4) The passive voice is easy to recognize. directives pyramiding. 
Q generally free of errors in grammar, A verb in the passive voice uses any form of 2. Directives issued by headquarters ac- 
mechanics, and usage. IO be plus the past participle of a main verb tivities are often worded or phrased in such 

b. Good Army writing is concise, organ- (such as am, is, are. was, were. be, being, 
,^ a manner that other commands are required 

t ized. and rig@ to the point. been), plus a main verb usually endioP;‘in en to issue amplifying dir&iv&. This pyramid- 
or ed. For example: were completed, is ing e&t createa an unnecessary administra- 

l-49. iChanging the style for effective yquested. tive burden on the operating forces. 
correspondence ’ 1 . 3. 1; is the policy of the commander that 1 a. Two major changes. Meeting the new l-99. Constructing the new style directives issued by headquarters activities 
standards for coFc+poodence requires two a. Genera! rechniques Focusing first on be written in clear language tid in sufficient 
essential changes: putting the main point at the main pomt changes the basic construc- detail and clarity to obviate the necessity for 
the beginning and using the active voice. tioo of correspondence and using the active other commands to issue amplifying direc- 

b. Begin with the m&n point. Put the voice changes the basic style of Aimy writ- tiva. In the event that ampliiing informa- 
“bottom line” up front. Begin with the pur- ing. Thm two general steps are the begin- tioo or implementing dire&iv& are required 
pose for writing. The strongest torrespon- ning of a new style of writing. to be issued by oiher echelons. the. head- 
dence highlights the important inforrh&ioo b: Specific techniques. Meeting -the new quarters instruction should not bi distribut- 
at the beginning. standards for correspondence requima more ed to activities below the level’ of the 

(1) EXAMPLE I: Main point hidden specific techniques, however. Use these ad- reissuing command. when time and circum- 

(aj This responds to your request for a ditrooal rules of corrcspoodence.construc- stances permit, proposed directives within 
determination of your eligibility to receive tion to improve e&tivem%% the above context may be coordinated with 
parachute duty pay during the period 26 (1) Use short words. Try not to use more higher headquarters prior to publishing. 
Aug 88 to 15 Jan 89. than 15 per&t over two syllables long. ‘4. Addressees shall ensure that proposed 

(b) AR -specifically states that “stu- (2) Keep sentences short. The average headquarters directives comply with the 
dents undergoing training above the entry length of a sentence should be about 1S foregoing policia. 
level while undergoing such training are en- word.% :(a) EXAMPLE 2: Using packaging. 
titled to pay as may be appropriate.” (3) Write paragraphs wbicb, with few ex- 1. Furpo~. To reduce the need to supple- 

(c) Specifically, since the course in qus- ceptions, are no more than oni inch deep. ment directives. 
tion is above entry level, you are entitled to (4) Avoid jargon. 2. Recommendation That the Army fol- 

0 parachute duty pay during the period you (5) Use correct spelling, grammar, and 1 
were undergoing training. punctuation. 

ow these policies when preparing 
directives. 

(dl A copy of this letier and your horders (6) Use I, you, and we as subjects of 3. Ckwify. AU dhtctivcs must be so clear 
assigning’ you to the training courses should sentences instead of: this office, this bead- 
be submitted to your Personnel Servicing quarters, all individuals, and so forth. 

and detailed that lower commands do not 
0 Center (PSC) for preparation of appropriate (7) Write one page letters and memoran- 

have to write unnecessary supplements1 

forms. dums for most cqrresponden~. 4. Su~plemenrarion. if a lower echelon 

(8) Avoid sentences that begin with “It is must create a supplement, do not distribute 

The correspondence above has many . . . There is . . . or, There are . . .” the directive below the supplementing 

problems-it is wordy, impersonal, and pas- 
command. 

sive-but the major obstatile‘-io effecti~eoti l-51. Changing the p&tam 5. Coor&nation. When time and other 
is that it delays the. most importatit informa- b. Structure. Besides changing the basic circumktances permit, coordinate a pro- 
tion: Moving -the- main idea to the first se+ styli’ of correspondence, the new writing posed directive with higher headquarters. 
tence improves communication. Getting rid standards mean changing the overall strut’ 
of unnecessary words and jargon helps, of t ure of correspondence. Tbis larger pattem- 132. Achlevlng the l tandardr 
course, but the “bottom line” up front ing;,or packaging, is not a format. The a. Use the construttion rules atid the 
makes the most ,difference. sim@ied formats in this regulation are spe- packaging rules outlined in t+is section to 

(2) EXAMPLE 2: Main point up fivnri cific ways of structuring particular kinds of change the overall effectiveness.of Army 
(a) YOU are entitled to jump pay for the correspondence. Packaging, however, ap- correspondence. 

time you spent in training last year. plies to all Army writing. b. Use the new Army writing style eatab- 
(b) To be paid, you will need to fill out b. Framework ‘Packaging is the general lished in this regulation and DA PAM 

the nw forms at your Personnel Ser- framework of the new writing style. All for- 600-67 as the standard for writing 
vicing Cent(tr (PSC). .Take the PSC copies mats start with. this ,s,tandard structure and correspondence. 

AR 2s50.i UPDATE 
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cs --., qmm+-8plice 
2; faulty r,ukject-verb agrecmbt 

,inappropdate u8e of .parriv8 voice 
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unclear pronoun refei&ce .- 
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SUBSTANCE 

ORGANIZATION 

CORRECTNESS 

i 

, 
THE 

STANDARD DEFINED 

SUPERIOli 

Ualn l&a cl*arly.dqflned 
and developed with 
orlglnality and. thought, 
and sirpportcd subs tan’? 
.tlally and concretely. 

Haln Idea up front;. 
assignment clearly ordered 
into necessary stagfir.;. 
paragraphs developed with 
unusual effectiveness; 
transitions clear and 
effective; sintences 
and paragraphs coherent. 

:.i 
i;rriti& +bbr$ate, iilcar; 
concise, actl~e;,‘uordS, 
sentences, and paragraphs 
short. 

Pew, lf any, mlsspelllnga; 
punctuation and gramar 
correct. 

SATISFACTORY 

Main Idea adequately. 
defined but occasionally 
rcpctltlous, sketchy, - 
irrelevant or 
inconslstenc. 

naln Idea up front; 
plan apparent but 
transitions between, 
paragraphs abrupt or 
mechanical;. some 
sentences InePfectlve 
though structurally ’ 
correct. 

1,. :  

ijr!tlnij a~~fo~rl~te; some 
Dasslve constructlonr: 
bhort words, sentence;, 
paragraphs; some vague 
expressions. 

OccasIonal minor errora 
In -grammar and 
punctuation; ocoaslonal 
mlsspelllnga. .. 

7 

UNSATISFACTORY 

Haln Idea -unclear or 
inadequately developed 
and supported. 

Main idea not up front; 
no apparent order; 
transitions between 
paragraphs lnadeqbatt 
if present. 

: 
C~n&all~ long Gordr 
sentences, paragraph;;’ 
many passive c.onstructlona. 

‘\. 

Frequent, serlour error8 
i.n grammar ami 
punctuation; frequent 
rlsspclllngr. 
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/ ARMY.WRITING .' 4~ '. 
'0' 

: 
1’1. ,,.cuiai~,.P~.~n~iples for Army Writiw. _‘. b 

,’ ) q. Write only when it makes Sensb. If you Can ‘.actiomplish -your ‘purpose 
. face to’*face.or wi.th a phone-call; do so. Don’t write’ unless ycu have to. ‘. : 

b. Rave a clear purpose for your writing. All- papers should either 
inform or persuade. 

> ,’ 
‘c. “’ Write with your reader in’ mind. Re brief and tq the -‘point. ; ‘&St; his ‘fime*. .Don*t 

Tell him what ;he needs to ‘know and- ;why ‘he needs. to know. iti. 

d. Write to express your ideas, not to impress someone., +me across as 
a sensible person who knows that plain English ..is best; b 

i Coordinate ‘your papers with all ‘staffs and units affected. 
disa&nents at the lowest. level. .. , 

Resolve 
ml&i: a ~&a$&&& ti& : for su;Spenses, ” 3 

.,- =ually ‘seven to, ten ~r.@g... says.-:, ,.. ‘l;‘. -, , . . -, : ._ .’ : .,-. J ; ,’ ‘_ 
2. The Army Writing Style$.- &T&h&e @ei Army standard as dutlined in m 
Pam 600-67, follow the seven key &fnts of the -Army Writing Style:. ~.-z , ,. : ., 

a. tie mostly short;. tionversational *words. : .’ :. . . ,; ,. .:. ;. -^ “.. ‘: : : / ‘. <. ., ,. , 5. 
Keep long. mrds. (three or’ more syllah1e.s)” **to. 15 percent of your 

total l Be;’ simpie, dir’&, and ‘p&s&al. 
die; wt they). 

Use personal?‘, pronouns 1 (I, you, he, 

confusing jargon, 
Try some contractions (I’m,, you' re,, can’ t e: .don! t)., Don’t use 

technical terms, or legalese. Don’t buiid long strings of 
nO~.“iiut-273-4 Phrases.” .., .._’ Prefer concrete .nouns and active ve.rbs. ., . 

..:: be, :. . .., _ Write short sentences. . . . . : / 

Average 15 words p&r sentence. Stay mostly bet&en 12. and 20 Words. 
-Avoid starting sentences with Yt.is,” ‘“ihare is,” and “There are.” Avoid 
*that* and “which.” Don’t &ther yuur’verbs. :. (e.g.;. say”decide,” not “make 
a decision.“) Shorten wordy expressions. Avoid repetition. J I -y.:; .: . . 

-, ::;c; ;,:; ;kite ‘sh&rt 
.I ‘. 

.’ piifa(JtaphS. 
5 . ‘:‘Keep- .&$i, with few except&&s, kd 1’ inch- deep. (roughly 75.. words) . 

Put the‘main idea of the paragraph in the first sentence. Use headers, 
subparagraphs, and lists when possible. 

,. 
d. Write short papers in the right format. 

Try to keep staff action papers one or t;wo pages long. UW 
enclosures freely for longer discussions. Give your reader data he needs to 
know. Limit the “nice-to-know.” Follow the right format from AR 25-50, EM 
101-5, or other references. 



. . 

e. Put yqur “bottom line” up front, and package the rest df your 
information for a single rapid reading. _., .7 . 

First, open with a short, clear statement of your purpose. 
state your. main point (your request, recqendation, 

Next, 
answer, conclusion, 

_. tasking or sumnary) in the . . first or second paragraph. L men, arrange your 
informa,tion under clear headings in short paragraphs .that follow. a logical 
pattern. L&at, divide long paragraphs into subparagraphs or lists. 

f; Prefer active verbs, not passive ones. _: 

Rely on active verbs in the present tense. Put doers before verbs. 
Avoid passive verbs-the,forms of “to be” (ami is, are, was, were, be, being, 
been) linked with a main verb (usually ending in .-ad) . . .’ 

c 9’. --6e correct and credible. 
_. 

33 

Use standard punctuation, spell-ing:,- and grammar. 
objeqtive,:and logical. Ue neat and legible. 

Be factual, 

3. Three Writing Tools.’ 
. I. 

writing tools: 
To further improve your writing; use these three 

a. &idmappinQ: a form of brainstorming and outlin@. , * (See pg.’ 120) 

b. ’ Clarity Index: a measure of readability; (See pg. 41). -. 
.C. ’ Quick Screen &it: .‘_’ ., . . ., a ,guick search for terrors. (See pg. 34) 

4. The ,Six-Step Writing Process. : ‘. 

a. Kriow your task. Focus on your subject, audience, and$urpose:’ 

- :b. ‘brganize your ‘thoughts. : Mindmap,.. outline;< and package y&r: ideas. 
i Then identify ybur main. point--your :%ottom line;* [ ‘. ; 

c; : Write. your rough draft using plain English. :.. . . . / : ;, 
your paHi.. 

Armydirik~~l~~yle. 
Uo a Quick Screen -Git ‘to find violations of the 

Compute a Clarity Index, and then revise if necessary. . :. 
Fi ht for .feedback, 

.ag$:. ,.” 
Bave others review. your paper. hen revise .it 

-1 ,.’ .’ 
’ f. Go final, and then proofread it. 

.’ 



-‘5. Mvice~~for Supervisors of, Writers. / 
a. Help your writers. Discuss every’kiting project and clarify the: 

(1) ,Subject. ” 
./ 

(2) Purgose.. L .I:’ : :, .i :. : -.. ,-- 
(3). ;. Intended audience. ’ 

‘: 

(4) Signer. 
,‘. (5) Key points you Want ‘to make’. ’ 

(6) Length. _ ,. 
(7) Suspense date. .z ’ 

,’ ,., 

-(8) .+‘ormat. ,: 

b. Encourage your writets to &e the .new style. 

(1) Tell your writers you want plain English. 
(2) Don’t force your style and “pet” expressions on them. 
J.3). Set~a good: .example, -in your writing. 

C. Review the correspondence carefully. Ask yourself: 
0 

~_ ., 
(1). Does it serve the purpose? 

/ 

(2). IS., the tone proper? 
.: ,(3)- Is-the main point clear? 

(4). Is-it credible, well-supported, ‘and organ&d?- 
(5) -L Is it ‘concise? -: ; 
(6) Is it generally free of errors in grarrmar;‘mechanics; and usage? 

‘. 

. ,  ‘.% 

d. ’ Don’t nit-pick your writers. Suggest changes, and let the writers 
make them. Give reasons for major changes. : ; .- : :: 

1’) 
MU ; 

. :  
a; . .  .‘[;Pre&ng and .Managing. Corre@naence; AR:. 25-50 ,, gives’ guidance on 

v the basic. Army ‘formats: the letter, the memorandum, the informal’ memorandum, 
and the memorandum for record. . 

,’ 
b. Staff 0rgani;ation and’operations; “’ FM 101-5, gives ‘guidance on 

wri.ting.ccmb&,orders,.- pl,ans, estimates,, -annexes, staff s,tudies+ ,-and messages. 
-I 

. . : ‘, ; L : .,/ . ,‘... ._ 
c. Action Officers Guide, DA Pam X6-20; gives ‘guidance .on writing’ Army 

administrative. publications+, .,- 3 I’ ._ ,- :,. 

d. This handbook -qives examples of the Army Writing .Style applied to 
many common Army forms and formats;. - 
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THE. ,WORDS OF ;AR&IY. WJRITING 

Here are some words you see often in military writing,. You probably use 
them yourself in letters and staff ac,tions.' Sele;ct:the ,term that best 
represents your definition for each of. these words: '. 

a. interaction ..a;. competitive 
b. .connection b. practical 

common boundary. . . , 
i: close coordination , :: 

economical 

8. integration I" 
.tisefid 

e: capable of living 
,independently.‘ i 

:, 
2. Infer 7. &&&- 

a. mahe a.suggestion ,a.. make possible 
b. assume b. i$iii& help, 

:: 
imply c. lend support. 
decide d .. make, eaiii+ : 

e. deduce e. ',.. ,';.acc'omplis'h 
: 

5. Dalinitine ,.. b. ~pq~ctkvg. I > '. 
a. ~ in. favob of a. certain 

b. precise b. I Magi mum. 
conclusive 

2 
InterfereniG 

I. to promote actively . . .: 
e: unchangeable. " '~ '. e. none‘.of 'the above ‘. 

: _’ 9 :, 

4. eePeabhe 9. .' -: .,' 
a. iwobab-le '. . / 
b. possible, but not likely: 

: c': -, plausible 
d. practical 
e-. capable of being done 

muer4 

a., dfs$lay.: '. . 
b. select . 
C. gath,er 
d: ,, exhibit ,. .: 
e. none. of the above 

‘.._ ,. 

it: 
affect leave out 
involve ba: *gnore 

C. fix firmly forget 
d. influence :: purge 
8. none of the above e. none of the above 

************************************~**~*~******************~************* 

'Short words are best-,' and the .old words, when short are best of all.' 

.- -Sir Winston Churohill 

*******************W**********#*****%****~***~**************~************* 
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SIMPLER VtTORDS'+ND PHRASE.S 

Official writing does not demand big words or fat phrases. Go out of your way 
to use ordinary.: $ngli~-. The- result will be clearer -$hinking and shorter i 
writing. Asterisks mark the dirty .dozen, the twelve offenders most likely to 
weaken your, wik. 

: i 

.Instead of 

a and/or b . . . . . . . ,& *. ; . a. or b or both 
accompany. . . . . . . . . . ; l go with 
ticcomplish . .‘-. : . . . . ; . carry out, do 
accorded . . . . ‘. . . . ‘1 . .’ . given 
accordingly. . . . ;- . ., ; . ;I . so 
accrue . . . . . .? . . . . ,. i . . . . . . 
accurate . .:. .;‘r. . . . . . . . 

add, -gain 

additional . . . . . 
correct, exact, right ’ 

i . . . added, more, other 
address. . . . . . . 1 ,.I . . 
fadressees . . . . . .,. . . *, L,i 

. discuss 
l you 

addressees are requested . i’. . (omit), please 
adjacent to,-. ; ii’; . . . . -L . . . next to 
advantageous ; . .’ . . . ; . . . helpful 
adversely imp&Zt’on.’ . . . ,: . .\ . hurt, set back 
advise . . . . i :;: . . : F . . ‘. . remend, tell 

.: 

afford an opportunity. . . . . . . allow,- let 
aircraft . . . . . . . . . . plane 
allocate . . . . . . . . . . .:.;:: ~1 . divide, give 
anticipate . . . . . . . . “; . . expect 

1 

a number of. . . . . . .- .” . . i . some , 
apparent . . . . . . . . ‘; . . ;’ . clear, plain 
appreciable. ‘.z-. v; . . ; ; . . . many- ‘, 
appropriate; r . ; 1. i‘ . ; . i . (omit) t pwm right 
approximately. . . : . . . l ? . -about 

: _. ., :. 

arrive onboard . . . . . . . : . . arrive 
as a means of. : . . . i . 1eT i . to 
ascertain. . . . . . . . . : . . find out, learn 
as prescribed by . . ..- . . . . ‘6’ . in, under 
*assist, assistance, . . . .- . . aid, help,, : ii 
attain . . . . i . ., t . . . i . meet 
attempt. . . . . . . . . . . ; . try 
at the present Wrne; . . . . i. . at present, ‘noti 

be advised . . . . . . . . :... .;, . (omit) 
benefit. . . . . . . . . . help 
by, means of. . . . . . . . . ..I : -1. . by, with 

/ 
., 

capabi.lity . .‘. . : . . . . -;’ . abilityi’can 
caveat . . . . . . . . <. . . ; .’ warning 
close prox&iity.” . ; . . L . . . near ,. 
combat environment . . . . . l l combat 
combined,. : . . . . ; . . . . . . . joint .” i ,*coninence; . . . . . ; . . . . . . begin, start 

._ 

,comply with. . . . . .; . t . . . . .‘. -.;follow 
component. . . . . . . . . . . . part’ 

pi i c . :r .: 
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Instead of Try 

., 

comprise ............ 
concerning ............ 
consequently ........... 
consolidate. i z ........ 

. constitutes. .... L .. ; ... 
contains ............ 
convene. ;‘ ........... 
currently. ..... ; . . . . . .  

deem. ... ; .......... 
delete ............. 
demonstrate. .......... 
depart.. ................ . designate. ............ 
desire ......... -. . i . 
determine. ........... 

. disclose ......... ‘:“: . 
discontinue. .......... 
disseminate. F ......... 
due to the fact that ...... 
during the period: :. .’ ...... 

:r 
effect modifications i ‘. .... 
elect. . ; ............ 
eliminate. ; ............ 
employ-. ............. 
endeavor ............. 
ensure i ........ i ... 
enumerate. ............ 
equipnen,ts ............ 
equitable. ......... i’ . 
equivalent ........... -- 
establish. ........ cc .. 
evidenced. ....... 6 ; .. 
evident. . ; .......... 

E ‘exhibit. . 6 ........... 
expedite ........ ; .... 
expeditious. .......... 

r expend ......... .... 
expertise. ........... 
expiration ........... 

facilitate ......... ; ; 
failed to; .......... . . 
feasible -. ........... 
females, . T .......... 

form, include, make up 
abqut, on 
SC. -. 
combine, join, merge 
is, forms, .makes up 

haSi 

meet 
(omit) , no6 ’ 

believe, consider, think 
cut, drop 
prove, show, 
leave 
.appoint, choose, name 
want, -wish 
‘decide,: figure, find 
show 
drop, stop 
give, issue; pass, s,end 
due to, since 
during- :_ 

make’ changes 
choose, pick 
cut, drop, end 
meet 
try 
make ‘sure 
count’ 
equipment 
fair 
-1 
set up,- prove, show 
‘showed shown 
clear 
show, 
hasten,..speed up 
fast, quick 
SPd 
ability, sk~ill 
end 

ease, help * 
didn’t 
can be done, workable ‘_ 
Wmen : 

finalize.. . . . . . . . . . . l complete, finish 
for aperiodof. . . ‘. . .‘. :‘; for 
for example, etc . . . . . for example, such as 
forfeit. . . KY . . 1. .‘... . : give, up, lose. 
for ‘the purpose of . . . . .“. ; .for, to .. 
forward. ., : . . . . . . . . . . send 



Instead of Try 

frequently .dften :' ........... 
function ............. 'act, role,,fisrk 
furnish. ............. give, send 

.has a requirement for. .. L '. .. :needs 
herein ............ .' here 
heretofore . F ......... until now 
herewith ............ below,, here 
however. ............ but : 

identical. ............ same 
identify .............. find, rise, show 
immediately. ......... ,: at once,' .. 
impacted ............. affected,' changed 
*implement ... -. ........ carry out, start 
*in accordance with. ...... by, foiloWing; per, under : 
in addition. ........... also, be&de,, too 
in an effort to. ........ ~9 ...... 
inasmuch as. .. .... .'. .... since. 
in a timely manner ........ -on time, promptly . 
inception. start .. .. ; ........ 
incumbent upon ......... :must 

'~ inform. .... ; ....... t$lJ. ... 
indicate ............. 2.'shob, Wri'te'dom 
indication ......... 

.I. 1. 
i 'sign 

. . 

initial 
...... 

_j in lieu 0; 
... ..... first 

in order th&: .................. 
instead of" i 

for; so. : 
in order to. .......... to '- .. ... 
in regard to. ......... 
inter alia 

about,'concerning, on ' 1 ........... (omit) : 
interface with ...... ti .. meet, tirk with 
interpose no. objection . .'.‘;".' . -'don't .object 
*in the amount of. ... 
'*in the event that .............. 

-for- . . . 
if 

in the near future ....... 
in the process of. 

shortly;. soon 
. ..... ; .. I: 

in view of ; 
(omit) .... 

. ......... srnce 
in view of the‘above 7.l ...... so 
is applicable to ........ a@& to, 
is authorized to :. ........ may 
is in consonance with. ...... agrees with~‘follows 
is responsible for ........ (omit).;'handles 
it appears . 
*it is ................... 

.. ' seems 
';'-.-~I '(omit) 

,: 

it is essential. ........ 
it is requested. 

must, need,;to 
.. ; ... i ; ',plea‘se; w request, I request 

liaison. . . . . ; . . . 1 . . . discussion 
limited number . . . . . . . . ." few ,: = 
limitations. . . . . . . . . . . limits 

,’ 

‘. :  
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-; 

Instead of 

magnitude. . . ........... 
maintain ............. 
majority of. .......... 
maximum. ............ 
methodology. .......... 
minimize ............. 
minimum. ............ 
modify ............. 
monitor. ............ 

necessitate. ........... 
notify ............. 
not later than 10 May. ....... 
not later than 1600. ...... 
notwithstanding. ......... 
numerous ............ 

objective. ............. 
obligate ............ 
observe. ........... .’ 
on a basis . ; ; ..... 
operate. .............. 
optimum. ............ 
option ............. 

parameters ........... 
participate. ....... 1 .. 
perform. ............ 
permit ............. 
pertaining to. ......... 
point in time. ......... 
portion. ............. 
possess. ............ 
practicable. ........ ; .: 
preclude ............ 
previous ............ 
previously ........... 
prioritize ........... 
prior to ............. 
proceed. ............ 
procure. ............ 
proficiency. .......... 
*promulgate. .......... 
provide. ............ 
provided that. .......... 
provides guidance for. ..... 
purchase ............ 
pursuant to. .... .: ..... 

reflect. . i ......... ;-. . 
regarding. ........... 
relative to. .......... 

Try 
size 
keep, sumrt 
most 
greatest, largest, most 
method 
decrease, lessen, reduce 
least, smallest 
change 
check, watch 

cause, need 
let. know, tell 
by -10 May; before 11 May 
by -1600 
in spite of, still A, 
many 

aim, goal 
bind, compel 
see 
(om.it) 
run, use, .work 
best, greatest, most 
choice, way 

limits 
take part 
do 
let 
about, of, on 
point, time 
part 
h&e, own 
practical 
prevent 
earlier, past 
before 
rank 
before 
do, go ahead, try 
buy 
skill 
‘issue, publish 
g,ive, offer, say 
if 
guides 
bY 
by, following, per, under 

say, show 
about, of, on 
about, on 

16’ 



Trv Instead of 

relocate . . . . . . . . . . . . . .I move 
remain.;........... stay . . ic 
remainder. . . . . . . . . . . . .reSt ,. 
remuneration . . . . . *:.: . L . WY, 'payTnent 1. : 
render ........... ; . give, make* 
represents .. ; ...... .‘ . ,is 
requests .......... b ; ask' 

......... 

require. ............ must,;& 
requirement. need -Y ' .......... 
reside ..... : ....... live 
retain ......... ; .... keep . 

said, some, such ; . : i . . ; >I the;this, that 
selection ............... 

. 
choide 

set forth in ........ ; .. in "- :I' 
similar to ........... like 
solicit. .......... ; ; . ask for, request 

. state-of-the-art ........ latest 
subject. ............ 
submit 

the ,. this:, your 
.............. give, send*: 

subsequent ........... lateri.next 
subsequently .......... i ..after, later, then 
substantial. ............ ; . large, much 
successfully complete. ..... 
sufficient 

complete, pass .. 
...... *. .. ; . enough 

take actionto ..... 6 . .... (omit) 
task ............... -ask / 
terminate. D ........... 
the monthof ............ 

end, stop : 
..(omit). 

there-are ...... .; ........ i .' '. ...... .. - .... 
therefore. 

(&it)-,‘.exist 
........ ; .. so .... 

therein. . ; .............. there. 
there is '. i ;' (omitj, exists .... . ... e . ... 
thereof.........;.::. its,their 
the undersigned ..... ', ... ; 6'. I' ... s 
the use of .............. *this.'6&tibi~y) .co&&d*‘ . . ; . (omit),,,, : II 

timely 
us;&? : 

... i ...... ; .. 
time period. 

prompt ta 
........ 2.. (either one) 

transmit send 
-type. 

..................... 
I 

... 
(omit) .. '. ... ., ... 

under the'provisions.of; i ,, ;. . md@r. .. .' : 
.. until such-'ti~e.‘as.;.-., ; .- 

... . until 
..... utilize; utilization 

. 
....... use: .' .. ., .. 

. 
validate ........... ; i confirm 
viable .......... i .. 
vide 

practical, wrkable 
.............. instead of, versus 

,: 
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Instead of 

warrant. . . . 
whereas. ; -; . 

. . . . . . . . . I call for, permit 
l *‘.* i .“. kauzje. ‘since 

with refererice iti: . :I . .: . abo”t .j -.I . 

with the exception if: . . . . . except for . ,- 1 
witnessed. . . . . . . . . . . . Saw 

your,office. . F . . . . . . . : you ‘., ~ -’ 
/. . . ‘. . .’ i . . . . . . i”. ‘.’ ‘fail, or ‘- .- _. .i 

,  , .  1 
.’ ‘._ 

\ ,  

-_ , . :  

‘. 
.  .  

;  

. I  

\ 

If it’s possible to cut out a mrd, cut it out.” 
: ‘, . ..>. 

+.rge Orwell, novelist 

***************************************.***~~***********~***********~*****~**** 

./ 



.ORGANIZATION 

There are several methods of orga$zi,r,q information for your writing. Here 
are a few. It is unimportant which method .you, choose, but you must organize 
your facts in some fashion. 

1. INFORMAL-. 

Brainstorming - Listing in random, rapid-fire- fashion, anything that 
you & think of that ‘has even ‘the remotest- relation ‘to the, subject. 

b. Mindmapping - An inductive technique that breaks us of our rigid 
thinking patterns. You can use it to prepare speeches in minutes, make 
decisions, or .predict change. It develops the intuitive, imaginative 
capacity-the “whole brain” approach; 

C. Research - Different types of procedures. 

(1) Observation. 
(2) Interview. 
(3) Questionnaires. 
(4) Experimentation. . ’ 
,(5) Reading. 

2. I3xmLMETHoDB. 

a. .Ihe Journalistic Formula. 

\(l) who? .+ 

(2) What? 
/ 

(3) When? a- 

(4) Where? 
, (-5) .+ 4dh~ \ 

(6) How? 
‘r: 

b. Topics - Typical way in which +e”“hunan thinks ,about somethingt 

(1) What is it? (definition) ; 

.(2) 1 *at is it like. or unlike?. (comparison)’ 1 :. 
(3) What caused it?. (relationship), ;’ 
(4) What is said about it? (testimony) * 

c. Topic Questions. 

(1) About physical objects. 
(2) About events. 
(3) -&out abstract -concepts, (democracy, ‘justice) ; 
(4) About propositions (statements to prove or disprove). 



.: ,,. 

d. Problem Solving. 

(1) Specify ,&at the ptioblem is. 
(2) Analyze -the problan. 
(3) Formulate -one dr more hypotheses about the unknown. 
(4) ,Test -the hypotheses .’ 

TImfirst draft is part df.s+rch and discovery-the prewriting stage for most 
writers. Composing a rough drpft turns up additional material,which you-will 
intirporate into the. final product-. 

. . : .-.* _“I. 

;:. 

, 

4 : 

I 

.’ ., 

% ., “. 

,’ 
/ 

,,- - .( . . . . ..P _, ‘I 
**********+**i****iitj+i*++***iC+*******************~******~********~~***~~**** 

Be selective. Be concise., -Don’t tell 
sqneor@wha~, pi know. Tell them what. 
they need to ktyw, *at ,it means,< and : 
why It matters.- . . .’ 

Seneral David c. Jones. 
T as Air Fdrce Chief- of 

n 
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1. PUT YOUR VurmM LINE”.UP FRCNT . .’ ..;- 

a. F&ember your reader is busy and easily distracted. B& snart in 
competing for ‘his time and attention. ‘Don* t’ beat -around’: the. bush. Come cut 
and say what you want him to know. 

.  .  : ’ ( .  

t ). mn’:t follow a pattern. o.r organization that’:s easy on you but hard on 
him. D&It write the way you, think-by lead.ing up to ,,your conclusions. From 
the reader’s perspective, this clue-by-clue pattern is like‘a mystery story. 

c. Follow the ,very helpful pattern found in newspaper articles: open 
wi,th the most important information, and then taper off to the least. 

2.’ OPEN WITH. A STA- .OF PURPOSE. 

a. If the purpose, of your- writing isn’ t apparent, start with a clear 
purpose statement. : 

:EXAMPLES: ‘, 
pi 

Purpose. F tell you about the upcoming change to.. . . . . 
Purpose. To-explain how we’ll...... 

-’ Purpose. To answer- your question, What is the.6. 
Purpose.. To meet the. OS’s requirement, to.. . 
Purpose. !tb improve- our...... 
Purpose. To get your,coments on...... 
Dear Mr. 3nith: I’m writing’ to tell you about.. C 
Pear Mrs. Jones: I ‘would like to thank you for.. . -, 
Dear Mr. -King: Could you help us with .a problemi.. 
Dear Colonel sriiith: Here% the anstir I% the: question you asked 

about . . . . . . ,. 

b. ‘. 
‘.! ~ 1,. ” 

persuade. 
Give $ui reader a cl&r idea of &y youi re &it&g:. to inform or to 

.*1 .. :.: ,.‘. -; :,..- ). . -, c., ,., ;” 
,>,,‘.. ri. . . .._ .; -~ 

docznt , omit this- formal. purpose statement,; 
If your purpose..in .writing isapparent froni;.,.the:subject line in your 

z 
., : 

3. WRITE YouRMgN POINT. 
..: , 

a. What’s the’ one sentence yduld.., keep. if you could .keep only one? That 
sentence is your,- main’ ,point&yo’ur bottom -.ih+. It may be your specific 
request, recommendation, .anskri. tasking, conclusion, or a short summary of 
your key ~$p; ,. ‘~ - \ i 

b. Don’t delay statirigiyour main point. Get right to it. When you can, 
start your paper with that sentence in a paragraph by ,itself for emphasis. 
Put it right after your purpose. statement. 

, 



C. Follow these patterns to put your- main poin.t. first: 

EXAMPLES: 
First, state your Then, give your 

Reconanendation.,. . . . . . . . . .Reasons 
Request . . . . . . . . . . . . . .Reasons. ’ 
.Answer. . . . +... . . . . . . . . .Su&orting Explanations 
Conclusion. . . . . . . . . . . . .Supporting Arguments 

,Key Taskings. . . . . . . . . . . . .Specific Required Actions 
Surmnary of Main Points. . . . . . . : i zr 

.,General ‘Discussion of Ideas 

d’: ‘Remember, readers need to’ know the main point early so they can 
appreciate ,i&e relevance of everything you say. 
>I .’ . . : .j 

8. If. no single sentence stands out 
,aimlessly. 

, .create one. to keep from wandering 
Occasionally,. as in a set of instructions or a reply to various 

questions, all your points may be equally important. 
a’ sentence that tells your reader what to expect. 

In’this case, start with 
,. 

KXAMRLE : Here are your training quotas for FY 87: - 
I .: E*LE : -. 

EjiAMPLE : 
I saw .these strengths and weaknesses, in your program: 
Here’are the main points we discussed at the’s3 Conference: 

f. In most cases, plunge right in. 
: 

il. 

IlluStration by Joe Halloran. 
: 

Reprinted by permission of Army Trainer Magazine. 

/ 
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EXAMPLE: MAIN POINT HIDDEN 

SUBJECT:.:, ,-Jump P'ay Request : 

l.- This'responds to your request for a determination of your eligibility 
'to receive, p.arachute'duty pay dur'ing the period of the last.90.days. _ i 

2. The regulation specifically states that.'students undergoing training 
above the entry level while undergoing such training are, entitled. to pay 
as may be'approprlate. * 

-’ '., 
>3. Spec]ifical.ly,, since,the course, in question Is a.b.ove..entry level . Y".L 
are entitled to parachute duty pay ,du,ring.-the period you.were undergoing 

., ,training. 4 

..4 - A co,py of this 1etter:and your.orders assigning you to 'the training 
course s'hould'be' $ubmitted to .your MILPO f'or preparatioh'of appropriate 
for+.' -' :.- ;, . . 

i- 

This.example has many shortcomings--it Is wordy, impersonal, and 
passive --but worst of.all, it delays the most important information. 

Look'at a revised version of' th,is wri-ting --with the main idea at the 
beginning: .*' 

.. 
'EXAMPLE: MAIN PCINT UP FRONT . 

SUBJECT: Jump 'Pay Request . 

1 '. You are entitled to jump pay for'period of XYE Course 3-90. 6 Jul-3 
Sep 90. 

/ 
~you.must'fiil~o'ut~.forms at your MILPO. 2. To be paid, Take-this letter 

and a copy of the orde'rs sending you‘tb- the course to MILPO. 
. . . . 

AS .-you can see ,., pa'ckaging., moving the main idea to the beginning, improves 
the example. Getti.ng'rid of unnecessary -words and details helps, of 

'course, -but having: the ,'bottom line' up. front,' .makesi-,the mort difference'. 

‘i: 

. 

1, 

.<m ._ : ., . I _: , 
,J.lJ 
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HUPHB~ LINE HP F’HCNT AND OHGANIZATICN 

Practical Exercise 

You work in the S3 Section, .(training and operations). Your audience is 
company commanders and executive officers. 
following paragraph. 

Identify the bottom line in the 
Put .thq 'bottom line up front and package the rest using 

subparagraphs and headers. Revise the sentences , where needed. 
paragraph. a label; t ‘, \ 

Give the 
. ‘, . . 
PARAGRAPH ’ 

c)n the., ARTEP, the soldiers were enthusiastic, but they lacked a lot of 
necessary equipment . The soldiers were cold:and dirty. They did not bring 
the proper gear out to the’field with them. The NBC Officer initiated the NBC 
attack late. Many soldiers did not go.into the proper MOPP status. The cooks 
did an outstanding ,jpb- preparing, the meals on. time and making ‘them appetiiing. 

. The .-Sl shop did an excellent job: with pawS and ievacuating casualties. The 
time on target missions missed the AHTEP standards. The Safety Officers were 
not always safety certified. All in all, 
smoothly as it should have. 

the last ARTEP did not. go as 

~-------I-------------------------------------------- 

---I- -7--G --m---y-- --___---------------- -- 

--------- v--w- ----w--- --------------------_____I____ 

em--------------- ,-~-~----““--I”-‘----- 

---A-- ~---“‘--~---------‘--I-------------- 

‘ ;-------- -----__----__----------------~----- 

-se-- - -w-  -ve---&m -- - - - - - - - - - - - - - - - - - - -  

--mm- - - - - - -  d-- , , , -L,---- - , - - - - - -  

---------------_I_____- - - - - - ,A  --em--- .  

. ,  - - - - .  ~ ---------y-y~-- - - - - - -  _ 

L,l,. 

-------m-e- --------wmp ---w-s- 

- /  e---e------ - - - - - - - - - - - - - - - - - - - - -  

m----- - - -  --L_------- - - - - - - - - - -  - - - - -  

---I__-- -----‘--------------~~--------- -mm- 

-------------I___ ------------------------~--  
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MjTIVE vs PASSIVE WRITING ., ‘. 
To strengthen the basic structure’of‘ Army’ writing, we must make a change in 
the style of our writing. ..I 

me Old S&e 

Passive sentences are often indirect; ‘unfocused, and confusing. Look the 
‘:B’ ,example! given Wlow:: I ./ i .I .,. . : .> 

_ As a result of problems which were discovered during. in.itial. testing, I: 
it is desired that additional equipment testing be conducted. ‘, . . ~ 

In the active voice this sentence b&mes more direct: .’ 
-2.. ‘. 

We, want to do ‘more equipment tes&q because: lout initial .tests 
. . reveal@ problems. .’ _ . : ‘( :: : _ ’ ; 

‘.‘. 
The- passive sentence does not .reveal ho wants.‘more testing and who conducted 
the tests,.-. z p &he active voice, however.,; ,the. sentence shows that “we” did the 

: ~y$q and -want. to do more. 
as w+ll. .,” : 

*The active- sentence is shorter and easier to read, 
! ‘I ,, , I. 

,. ~’ 
HW TO RECCGNIZE THE PASSIVE VOICE ‘ . .I.. ._. 

--It uses at least two verbs: one of the eight forms of. to be,. plus the past 
participle ‘of. a.‘.aiain verb. :. : ‘. ’ ‘-. 

,. .I _ ..“~... 
You sho&d be 0;’ the lookout for these. words: . 

._,.. .., 

~JI, is, are, was, were, be, beirq, been. -.e.e -- 
, 

. PLUS. . . 

. a main verb usually ending.in- 

. . . ed- _ (selected) -, en. (taken), n.- (shown) - t (caught), d (told) : 
‘. - 

k&z see the. passive voice ,frequently in Army writing. For example, 
all the times you have‘ read, these. phrases: 

think of 
is requested,, will, be taken, to ‘be 

~aMouncedi~ are being sent; aG. have’ been “reviewed. 
you.-are+rit-ii~g in ,the .pas$ive voice. 

Whfiri you use t&tie words., 
,. 1 ,.. . , 

-It is N(IT.a "be:. ,verb plus -an, adjective: "The troops were tired." .' ' ,-. 
--It is NOT “have, -has, or had” plus- a, verbi 
maneuvered i : ; n ‘- 

“The battal io.n has 

-It is N(7p. a’-be verb plus an “-ing” verb: “The captain ‘was ‘corr~nanding; .‘.” 
‘. : ‘- 

: 

. *. 
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The N-ew ,., Style ,. :‘_ 

What is’ active writing? 
,., 

,_. It is writing sentences that put. ‘the ACTOR or DOER 
before the ACTION or FREL _. Technically, that means we must- Mrite sentences 

~with verbs in the’ active voicei not the passive voice. ;’ . . < , I 

For example: 

,ACTIVE WIT&: I The. battalion Fnder lost the document. 

PASSIVE WRITING : The document was lost,by the battalion commander. 
. 

Most Arm? kiters overuse &e’~passive ~voice. 
,. : 

.Some, writers believe -that it 
sounds more “official.” :and wmilitary.w: :. ‘&hers’ simply iuse it because they. see 
it in docLnnents daily-they don.’ t ev,en stop to r,ealize-. whether it is passive 
voice or active voice. . 

d 
Now,. youmaybe wondering;: &’ Whi i’S the ‘.Apny. so tionce&t+ ,abouJ pass.ive ,voice?** 
Here are the answers: i 

-Passive.,sentences are often .vagua. . . . . 
.  .  

3 
_‘ 

.  .  ;  .  . .y “ /  .  
.  

After a biological ‘attack,‘. 
decontamination. to use. 

you .will ‘be told which method of .- 

,  ,’ 

-Passive sentences can hide., re&nsibility. 
.i. .‘, 

,.. . 
: 

As .a result of problems which,were discovered during .initial testing, 
it ‘is desired that additional eguipnent.testing beconducted. 

: ‘. 
--Passive sentences are’ longer th.an _ &tive’ sent&es ‘that send the same 
message. ‘I 

i; You 

, .y 

Passive-The winning ‘&&any was ‘c&an&d .:by CPT &~e,s., (8 words) ,. 

Active-CPT Jones connnanded the winning company. (6 mrds) ., 
: : _‘. 

may notice that t&e’ ’ p&Sive voice.:‘,appears : in. -the: past tense, present 
tense, and future tense,, Do not confuse ‘passive voice- with past tense. The 
examples that follow ‘show both active and passive verbs in the. several tenses. 

,;, : 

TENSE: .- .AtiIti’~ : ..’ -. Y,, : PASSIVE VEIjE3S. :’ .. 7.: “” 
Present. 

/ -. ; , 
Travelers visit. New”York. New York, is’:visited by, travelers. 

Past Travelers.visit& New York,. .N$Fw .Yo.rk was ‘visit% a by, travelers. 
-  , .  

y,.  

Travelers wi.ll,:visit New 
.a .’ 

Future., ._ New-York ;will be visited by 
York. travelers. s. ,. 

Present. .Travelers have visited .New ,. New York ‘has been visited by 
perfect York. travelers. 

. . -:; / 
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Travelers had visited New New York had been visited bv -- ‘York.’ :, ‘. travelers. 
. 

Past 
perfect 

Future Travelers will have visited’ New York will.have beenvisited by 
perfect New York. travelers. 

Present Travelers are visiting Nei New York is being visited by 
progressive York. travelers; -’ ,, 

Past ; : .Travelers .,were visiting New’ ’ -‘New York ‘was being visited (by ‘. 
progressive York. travelers. 

/ .I 
F&de. 

” 
Travelers ..will lx visiting ,, : : 

progressive New York; ‘.: , ., ’ -.. .’ I 

Although.*sometimes you need to use the, passive voice, ,most of the time you 
should .avoid it. ,Learn to use it’ when you really ‘want.‘-to. shi’ft the emphasis 
of your writing, or when you do not know who the aczor doer of the action 
is. 

Three Ways. to Change Passive Sentences to Active Ones 
i ’ 

1. Put the doer up front . 

PASSIVE: Ihe report was submitted by SST Jones. .L 

ACTIVE: -.SGT Jones submi,tt,ed the report. .- ‘. .” < _ 
2. Drop part of the verb. 

/’ 
PFSSIVE: The meeting was held at Fort Knox. 

. 
ACTIV@: The meeting was’ at Fdrt”&&lJ 4 

I 
3. Change the verb. .I I 

-1 pAssm: He will be required to aftend. 
..1 

, ‘,ACTIi&:l -He must attend. ’ ‘. 
‘- 

:  

:’ 

*******************i********************************************************** 

_ 
.,, .: ,_‘,. ’ . .., -i 

Men of few words are the best men. 

-Shakespeare . ’ 

t***************************************************************************** 
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Practical Exercise ’ 
_,( 

At times ,. it’s appropriate to emphasize the receiver of the action. 
passive ‘kiting is. often &dy, evasive, and atiward. 

But 

change the passive Sentence to active. 
If that’s ‘the case, 

~paSSiGiS. Ch*ge theni ‘$6 the ac!ive. 
Here are five examples of weak 

. ,. . % 
/ 

1. Request is made that the 75thSupport Battalion k exempt from all support 
ccmnitments during the period 8 March through 7 April 1989. ” 

‘.’ 

2. Departure from the installation Fill be accomplished using Gates 2 and 3. 

3.’ Your journal will be presented’,to ‘the battalion executive officer by 0730. 
v 

4. Arms room locks must be checked hourly at irregular intervals by the CQ. 

: ; 

5. It iS necessary that the material be kceived. in this office by 1200. 
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1. Please exempt the 75th Support Battalion’from all support,corNnitments from 
8 March through 7 April 1989. c. 

2. Leave by Gates 2 and -3. 

3. &ve yotir journal to fhe, battalion execut& officer by 0730. :, 

4. The CQ’&ust check the;anns roan l&ks hourly at irregular inter&s. 
,’ 5. The material must arrive here by 1200. (or) We must have the material by 

1200. 
-, . 
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r 

. . ,., 
p ACTIVE’ VOICE 

,.Practical Exercise 

Underline: the passive, constructions,->.then rewrite the,. following sentences in 
the active voice; Where possible, assign responsibility by using personal 
pronouns. .I. _. s, ’ 

1. It is necessary that the material be received in this office by 28 

November. 

2. It is conceivable that the -.fuel scarcities- of EY88. will be exceeded by the 

EY89 fuel constraints. 

,~. i -, 

3. The Brigade Training Plan has .been forwarded to this ComMnd for -review 

and comment. 

4. If it is desired that essential maintenance personnel be allowed to 

compete on ‘thebasketball team, this connat@ must anticipate some increase in 

vehicular down-time. 
,. .a : _... ’ L , .. j . 

5. It is requested that all personnel planning to take leave in December fill 

in. the enclosed schedule. 

i 
. ,  r  .’ , , .  :  ; .  

i .  .  .  r  

\  
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~STYLE 

Practical Exercise 

1. You are’ the ’ I;iew coqpafly safety officer. A$ you look through the 
./ . 1 c 

publications and records-your predecessor left you, you notice- 
i 

” 

a. Many regulations have not been updated. 

-b. Monthly safety inspections have not-been done the.last five months. 

/ 
2. Cki your initial safety inspection, the following deficiencies weie noted 

by ydu: .I, , 

a. three fire extinguishers are not charged. 

,. 

b; ‘A‘fire evacuation pran has ,not been written for the barracks. 

C. Division Safety Letters are not posted on the bulletin board. 

-. ,- ,‘, ‘;.’ j 

d. Three exit lights are burned out. 

e. Oil, nails, and other debris have been left on the ground in the 

3. As the safety officer, write a Memorandum. for Record for this situation. 

Make all sentences active. Use packaging. 
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soLurIoNs-------- 

Zi. N6 one has updated the safety regulations. (or) Many regulations 

need updating. 

bb b one conducted safety inspections the last five months. 

2. QI my iuitial safety ins@zction, I noted the following..... e 

a. Someone has not charged three fire extinguishers. (or) Three fire 

extinguishers need chargig., 

, 
b. The barracks needs a fire evacuation plan. (or) The Safety Officer 

hasn’t written a fire evacuatidn plan. ’ 

c. Division 

d. We need 

out. 

e. Soldiers 

motor pool. 

Safety Lettkrs need posting.... 

to replace three exit lights. (or) Free uxit lights are 

have left oil; nails, and other debris on the ground in the 

I 
j 

CJ 
/’ 



-SQLUTI- 
.' : 

ABCPEF-GH 

‘, : . ‘.. 

SUBJECT: :. Safety concerns 
.‘ 

,. ,‘;,.’ 

5 April 1989 
. ,’ 

-:s 

.’ 

.’ 

1. As the,new company safety officer, 
and records on hand. 

I have looked through the publications 
I noticed that many regulationsneed updating. I also 

noticed that during the last five tinths, 
inspection. 

no one conducted a monthly safety 
” L : 

c 

.A 

2. Ch my initial safety inspection, I noted: 

a. Three fire-extinguishers need charging.2 

b. We need to write a--fire evacuation; plan ,for the barracks. 

c. We need to post Division Safety,-Letters on thebulletin board. 

d. Three, exit lights are out: .- 1. 

e. .‘!%diers ,have left oil-i nails,, and: other debris on the -.ground; in the 
motor pool. 

Signature Block 
.  L 

.. . . . . . / . 1.‘. -- .i : . . . I :’ :. .., . . 
fi 



EDITING 
THE QUICKSCREEN EDIT 

This simple technique helps identify major violations of the guidelines for 
Army writing. Here’s how to use it. 

1. Use a standard highlighter. 

2. Read the paper. rapidly. As you read, highlight: : 
The “bottom line,” 

- begizing 
the purpose of the writing. (Is it near the 

of the docment? If not, use the highlighter to bracket the bottom 
line and draw an arrow to the place tiere it should go.) 

b.. .: Overuse of the passive voice. (+y forms of the verb %e?>. used with 
a past @rticiljle-usually ‘a verb ending in ‘-en, -ed, -n; -t, or -d) . 

. . 
C. Any unnecessary long words, phrases, or jargon. 

d. Speliing, punctuation, or graar.mistakes that E-notice. 

.e. Sentences that begin with Vt is...., There were..., There are...” 

f; ‘Long paragraphs. that you could break down into, shorter ones. 

3. Revise the.writing. In the, revision: 

a. Move the “bottom line” to the beginning of the document. 

b. Xhange the other highlighted problems, but only -those problems. 

c. Check the writing for packaging. 

A final comment about editing another’s writing-Do not revise it simply 
_~ because it does not use exactly the same words that you ad have used. 

. . 
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EXAMPLE OF A QUICK-SCREEN &IT 

i 

,. -’ . ‘ 

It is important to note that“ senior officers are looked to by soldiers and 

subordinate officers for’examples of what ‘to do, for guidance on hoi to do it, 

and for ‘the resources adequate to accomplishment of assigned and.implied 

tasks. Needless to say, this requires that senior officers, or lifers, be 

comptent in. their profession. In’addition to branch, functi.onal area and-’ 

rank. They must know ‘the tool~s,of the soldier’s trade. Weapons, tactics,.and 

doctrine. .’ By ‘the very nature of the military profession, all officers are 

soldiers first, he must understand ,‘the ‘Army and how it operates at several 

levels of confl,ict in various. theaters. Understanding, contembrary threats, 

knowing how to accomplish tasks, and protecting themselves and their soldiers 

are made the primary responsibilitiesof senior officers. 

,  

. -  

****************************~***i*********~~********************************** 

_‘y I:’ @Jmj.mT. . ,  ‘; 

YOU BELIEVB YCHJ 
UNDEBSTAND’WHAT 

YOU THINK I SAID,. 
‘.:._ BUT, 

I‘AMNOTSURB 
‘, I’ \ YqU REALIZE TBAT 

WBATYOUHEARD 
IS NOT 

WBATIMEZWI’. 

-Unknoti 

*************t**************************************************************** 



EmMy AFlER REVISION 

Soldiers and subordinate officers look to senior officers for examples of what 

to do, for ,guidance on how to do it, and for the ;, resources to accomplish 
,. 

tasks?., This, requires that senior officers be competen.t. .in their profession, 

in addftion, to branch, functional area, and rank. : : They..must know the tools of 
I. .- 

the soldier’s: trade-weapons, tactics, ,and doctrine,. By the very nature of. 
_: . . 

the milj tary profession, all officers are soldiers first. They must I ‘ .,- :‘_ !. / I 
understand the Army and how it operates at several levels of conflict in ,. .’ . . -. 
various theaters. : ,, The primary responsibilities of. senior officers are to 

. 
understandtiz contemporary threats, to know how to accomplish tasks, to protect _: . 
themselves, and their soldiers,. 

j : I, -, .: , ., 

. . . 

****************************************************************************** 

. 
Look at your work as though it were done 
by your enemy... If we look to see, where : 
it is wrong, we shall-see ,Ahis amI make 
it right. If we .i&k .at ‘it to see *ere 
it is right, k, .shalJ see this and not 
make it right. ..’ ‘, , 

-Samuel B;utl.er , .&igl ish Novelist 

*******************************~~~~~*:****~*~*~~***~*************************** . 

,. 



Practical Exercise 
, 

Usi- your highlighter, quick-screen edit the following passage for spelling, 
-: 

graarmar, ,and jargon errors. Also highlight any use of the passive voice. 

Staff Sergeant Holbert, foresight, keen analytical mind, sound judgement, and 

enthusiastic approach to numerous problems, along with his great sense Of 

responsibility, initiative, and cooperative attitude, has contributed in a 

large measure to the accomplishment of all section, and platoon missions. SSG 

Holbert has shown these traits while. assigned as senior section Sergeant, 

During Reforger 85, Battlion Calfer’s, and ETX’s. Also during JXT!Ws, and 

during the battlion’s training exercise at the NTC, wfiere SSG Holbert, and his 

section performed many mission, which were .directly responsible for the 

Battlion’s accomplishment of their mission. -. .;:’ ,) ‘, SF,, HoJbert obtained the ,highest 

score on his SQT,. for his grade level in the Battlion. His pride, in his duty 

performence, and apperence, and’ability, to train his soldiers in all aspects 

of -their job. Does himself- this battlion'akd the United -Stated Army Great 

Credit. 



****************+**************************~***********~*~***~~*************** 
. 

OLn: ‘By virtue of the authority vested in me by the Constitution of the 
United States of America, and a% Prkident of the United States of America, it 
is hereby ordered as follows...” 

: 
NEW: “As President of the United States, I direct...” 

Old arid new beginni4 to kxecutive Order 

****+***********************+*******~******.~*******~**************~************ 

i 

_, .r 
\u 

a 

I. - / *******~**********i**+***.~****************~~******~**************************** 
,‘I 
J (1 

Kill the weeds,: 
,, around the. building.. 

..: . 

The commander desires that 
measures employing chemical 
defoliant dispersal and/ or. mechanical 
means be .implemented to facilitate 
a reduction” in the growth of non- 
cultivated vegetation adjacent to this. 
facility. 

****************************************************************************** 
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coRREcIrJEss 
-.,: : *, I 

Practical Exercise ,: : 

Correct the following errors in sentence’ structure &d grammar. 

1. Each ‘pronoun agrees with, their antecedent. 

2. Just between you and I, case is important. 

3. verbs has to agree with their subject. : 

4. Watch...out for irregular.. verbs, which has crept into our language. 

5. Don’t use no double negatives. I 
6. A writer mustn’t-shift your point of view. 

7. When dangling, don’ t use participles. 

8. Join independent clauses properly, 
punctuation. 

use conjunctions and proper 
-I ., .i.,. : 

9. Don’t write a run-on sentence you must punctuate ,it. c 

10. About sentence fragments. , 

ll. In’ letters themes reports articles -and stuff like that-we use commas to 
keep.a string of items apart. 

12. Its important to use apostrophe’s right. 
._ ,. L 

2 

,13. Don’t use comnas, which aren’t necessary. 

i4. Don’t abbrev. 
- 1 

15. Check to see if you any wDrds out.. /’ \ ” 
16. In,my opinion I think that an author when he is writing shouldn’t get into 
the habit of making use of too many unnecessary words that he.does not really 
need in order to put his message across. 

17. About repetition, the’ repetition of a mrd might. be really effective 
repetition-take, for instance, Lincoln, Abraham Lincoln. 

* 
18. Minimize jargon, check? 

19. Eschew obfuscation. 

20. T?le passive voice should not be used. 

21. Use the diktionarie. 

7 
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1. Each pronoun agrees with its antecedent. 

2. Just bet&en you and me, case is important. 

3. Verbs have to agree with their subject. 

4. Watch out for irregular verbs which have crept,into our language. 

5. Don’t use any double negatives. 

6. A writer mustn’t shift his point of view. 

7. When writing, ‘don’t use dangling participles. i 
8. Join independent clauses properly; use conjunctions and proper 
punctuation. : .., 

9. Don’t write a run-on sentence. You must punctuate it. 

10. Be cautious about sentence fragments. _, ! 

11. In letters, themes, reports, articles, and stuff like that, wz use comas 
to keep a string of items apart. : 

12. Its important to use apostrophes right. 

13. Don’ t’use; cxnmnas which .aren’t necessary. 

14. Don’t abbreviate. , 
15. Check to see if you left any,words out: ‘_ 

16. An author shouldn!t use too many @necessary &rds to put his message acro&&, ,I : ::. ., .T 

17. lhe repetition of a \IJord might be really effective-take, for instance, 
Lincoln, Abraham:, Lincoln. I 

18. Minimize jargon. 

19. Avoid ‘confusion. ” 

20. Don’t use passive voice. 

21. use the dictionary. 



CLARITY INDEX 
MEASURE THE READABILITY OF YOUR WRITING 

1. Compute the Clarity Index and Reading Grade Level of your writing. 

a. The Clarity Index (CI) and Reading Grade Level (EL) suggest the 
reading difficulty of written work. 
easier the material is to understand. 

Generally, the lower the CI and RGL, the 

b. Ad just the reading level at least TWO- GRADES LOWER than the 
educational level of the majority of the target audience. This will make the 
reading very comfortable for them. 

c. Aim for a 10th to 12th grade reading level for the most part. 

d. Use this only as a guide. The readability of. written work doesn’t 
depend solely on its reading level. While short sentences and short mrds 
affect readability, so do other factors: 
punctuation,: spelling, and directness. 

logic, organization, usage, 

2. Follow these steps to compute the CI and EL., 

a. ‘Select a sample of at least 200 words. 

b. Cciunt the words. 

(1) Start counting at the first word of each paragraph. 
\ 

(2) Don’t count paragraph headings and titles. 

(3) Count any acronym or n-r as one mrd. 

c. Count the sentences. 

(1) Count sentences or intentional sentence fragments in the sample. 

(2) Count as separate sentences twr, independent clauses separated by 
a semi-colon. (Example of two “separate” sentences: The troops wzre ready 
for battle; still they hoped for peace.) 

d. Count the long words. 

(1) Count the number of long 

;(2) Count syllables as you 
syllables) 

mrds- (three or more syllables.) 

say the words. (in-stall-a-tion = 4 

(3) Count as one %yllable any .brevity code or acronym that doesn’t 
spell a word. (NC0 = not a word. = 1 syllable; ARIEP = 2 syllables) 

e: Compute the average sentence length. 
the nunber of sentences.) 

(Ci.vide the number of words by 
The target is 15 mrds per sentence. 
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- . . . ;  1. . . r .  - . ,  , .  .  :s. 

f. Compute the percentage of long words. 
.words by the ntir of words in the sample.) 

(Divide the number of 
The target is 15 percent. 

long 
.._ - ” 

g- Add-the average ‘.&&ence length to the percentage of long words. The 
sum is the Clarity Index. 
could betoo abrupt. 

Aim for an, index of 30. Below 20, the writing 
Over 40, it’s probably too difficult to understand. 

h. 
Level; ’ 

Multiply the Clarity:+Index by. 0~. 4. 
Aim for 10th to 12th grade maximum. 

The result is the Reading Grade 

/ 
3. Use this simplified formula. 

a, 
;  - I  

1 Total number, of Words 
I h. . ., ~ , : :! 

b. L -Number of sentences ‘. ” . ..p ,. . ; 
a c. ’ ’ :r” N&be;. of long words’. ’ ~__, \. -. . ’ 

d.‘, .-Average’ ‘sentence.‘l-engi& (a -,+ b) ‘- , ; 
l - .  

> .  .  .  . . .7 

e. Percentage of kg A$& 
:  . ,  f  

(c. + .a) x 100% ” . 

f .~ Clarity Index, (d f e) :,. 
. . . .:‘ (The ta,rget is 25 to- 30.-i. _ : ~ 

. ’ 

gl’ * Reading .Grade Level’ (f x b.4) ‘1 
.y 

I .  ., ii,, ~- 

(The target is 10th to 1.2th grade.; 

. i ”  

< 

.,, ‘ .  

/  :  

j 

********i+********+************************************~***-******************* 

Before &Day a British Officer.told!his staff to achieve clarity by imagining 
they w&-e writing for a tirr ,mar$ reading in poor light. .,.- L- ,.: .“. 
:********j********************************************************************* 

,. .I? . _ .: : _% . ‘. 
. I . : _.. ..- _a& ., 
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CLARITY IND& AND READING GRADE LEVEL 

Practical Exercise 
_. . 

Calculate the clarity index of the following memorandum: 

MEMORANOUM FOR: Ca”lMANDER, 5-33 ARMOR I 
SUBJECT: Administrative Action for Misconduct of PV2 Joe Jones 

: 

1. It was reported to this ‘office that on 20 September 1986, the 
aforementioned individual was apprehended by the military. police for loitering 
in the vicinity of the post exchange store facility-at the Fort Knox Military 
Reservation at approximately 0200. Said individual. was, intoxicated and 
disorderly in his demeanor upon his apprehension and was. taken to the 
installation’s primary medical treatment facility for the administration of a 
Blood Alcohol Test. Follpwing that went, the. service ‘member Was released to 
the custody of his first-line supervisor, and a ,telephonic follow-up report 
was submitted to his organization staff duty personnel. ; 

2. This misconduct is prejudicial to the good order and discipline ‘of this 
military organization, the co&unity, and the ‘United States Army, and as such, 
should not be tolerated. Consequently, the service member should be counseled 
by members of his office for his impropriety. and be admonished ‘that similar 
misconduct should not be repeated. .I 

3. Reconrnend that service member be formally reprimanded and admonished and 
then be required to acknowledge receipt of the administrative action within 
seven calendar days of its imposition, in accordance with the provisions of 
AR 600-37. 

*** 

Calculate the Clarity Index and Readi-ng Grade Level: 

a. Count total number of words: 
_, 

b. Count nunber of sentences: 

C. Count number of long wordsi 
(3 or more syllables) 

Average sentence length: 

B IA 1 

Percentage of long words: . 
+ 

A p-- 

CIARITY INDEX= 
XZ 

READING GRADE, LEVEL = 

. r  

D  

‘I- 

3 
‘, 
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QUICK SCREW EDIT REMRIG AND CLARITY ti& - UNIT SAFETY SOP 

Practical Exercise 

SITUATION: In preparation for an IG inspection, your company coxanander 
directs you to write a Unit Safety SOP (no. one seems to know where the, “old” 
SOP went).’ An excerpt of your first draft appears below. 

Part ‘I 

REQUIREMENT: Using the quick-screen edit, highlight misspellings, use of 
passive voice, jargon,, and obvious grammar faults in the excerpt. Take five 
minutes to complete the quick-screen edit. 

* * * 

Accident Reports (DA E&m 285) 

When any member of this organization becomes involved in a duty-related 
accident, an investigation of the accident will be conduct ASAP and a M Form 
285 (United States Army Accident Report) will. be completed in compliance with 
Annex C of this SOP. 

Safety Inspections 

The Unit Safety NC0 and the Unit Fire Marshall will both jointly conduct a 
monthly safety inspection. The bilets, day room, motor shop, orderly room and 
company supply annex will be checked. For compliance with Annex B (Unit 
Safety Checklist) to this SOP and applicable safety regulations. The 
inspectors will record their findings in the Inspection Record Log in the Unit 
Safety on the spot: such as removal of obvious hazardous conditions (oil 
spills, blocked exits, inop fire lights, etc.) should be taken. The First 
Sergeant will initiate corrective action on other safety deficiencies that 
cannot be squared away inrnediately. 

Unit Safety Council. 

Higher requires that this unit conduct a quarterly Safety Council Meeting. 
Members Will include the X0, First Sergeant, Training NCO, Supply Sergeant, 
Motor Sergeant, Unit Fire Marshal, and Unit Safety NC0 (recorder). At this 
meeting the following areas, as a minimum will be discussed: 

1. Results of monthly safety inspections,. 

2. Review.of any accidents since the last meeting. 

3. Update status of corrective measures. 

4. Safety Training. 

The old man will review the minutes of this meeting. Then they will be filed 
in the Unit Safety Book which is kept on the bookshelf in the First Sergeant’s 
orifice. 
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WIT SAFETY SOP - RMUTE 

Practical Exercise 

Part II 

REQUIREMEW: Raving highlighted the obvious errors; you, are ready to rewrite 
the SOP. Make sure you’correctthe ertotis noted and you eliminate unclear and 
unneeded words and phrases. khen you complete ywr -rewrite, apply the clarity 
index formula to the revision. Remenber that our goal should be a clarity 
index of 30. 

NCYI'ES: ) 
' 



LIsT OF CoMMON PROBLEM.. ARE&. i -j . 
Part I. The Army Writing Program instructors have identified six problem 
areas which appear consistently in student writing. ,. 

Students : 

1. Fail to pit the bottom line up front. 

2. Fail to support the bottom line with organized substance. 

3. Sacrifice substance to achieve brevity. ” 

4. Fail to write in ,the active voice. Refer to lY4 
Writing for Army Leaders, included in your AOB Handbook. 

Pam 600-67 I ,Effective 

,) 

5. Fail to write concisely; they use wordy expressions. 

6. Fail to proofread for correctness and grammar.’ 
k. 

Part II. The Army Writing Progran ‘instructors have identified, 12 problem 
areas with military style which appear consistently in student writing. : 

Students : 

“through.” However, when addressing military 1. Write “thru” instead of 
correspondence, use “THOU”. 

2. Onit the last coma in a 
“and.” 

series . To avoid confusion, use a comma before 

3. Qnit the conrna separating two main clauses joined by the coordinating 
conjunctions “and,” “but,” “or,” “nor,” and ,“for.” 

4. Fail to use numbers correctly before time, money, or measurement. 
“4 hours”, “$3.00”, or “6 inches.” 

Write 

5. Write “%” instead of “percent.” 

6. Write plural abbreviations incorrectly. 
An apostrophe should NOT be used. 

(e.goI t-CO’s, OER’s, and EER’s). + 

7. Write rank incorrectly. 
“21t,” or “Lt.” 

Write second lieutenant’s rank as “2LT,” not 

8. Write time incorrectly. . Write time as “1300” not “1300 hours.” 
. 

9. Fail to write out .an acronym the first time they use it. 
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10. Fail to write the date correctly. 
or ‘22 November 1993.” 

The date’should read either “22 NOV 93” 

lf-3 g3*” 

Students should not use “22 Nov 1993” or “22 November 

L&J 11. Incorrectly write “Slw as “S-1.” 

12. Often misuse the apostrophe in possessives and pronouns. ’ 

’ 



SECTION .I1 

MILITARY 

: 

FORMATS 
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‘-1 THE LETTER 

1. SUMWRY. The letter (previously known as the nonmilitary letter) is a 
very formal means of communication. Use it for official comand business 
outside the military and for official personal business. Use a civilian-style 
format. I 

2. USES. Use the letter for: 

a. Official business with civilians (to include those. employed by the 
Department of-Defense) and any civilian agencies. 

(1) Invitations. 

(2) Inguiries. 

(3) Replies to letters of indebtedness. 

b. Correspondence with military members addressed by name. 

(1) Personal *lcomes. j 
.’ 

(2) Congratulations. . . 

(3) Introductions. 

(4) Requests. 

c. Correspondence with government agencies (federal, state, and local). 

d. Letters of appreciation or commendation for volunteers, family 
members, employees, and soldiers. 

3. GUIDELIRES. 

D 

a. Use letterhead stationery for the first page, and use plain bond 
paper for all continuing pages. 

b. Use large type (pica/l0 pitch) for easy reading. 

c. Avoid abbreviations, brevity codes, acronyms, and military jargon. 
If you must use them, spell them out the first time followed by the 
abbreviation in parentheses. 

d. Reply to a letter with a letter. Don’t use an endorsement. ~ 

e. Don’t use office symbols. Instead, spell out the office title. 

f. Indent ‘paragraphs, but don’t number them. Avoid subparagraphs. 

49 



4. REFERIENCE. AR 25-50, Preparing a&Managing Correspondence. 

: -  
-  

/  

i 

\  

T 

._ 

***********************************i***************~****************** 

_I 
I,’ 

Abrw Lincoln once began a letter 
to his brother-in-law this way: 

. 

J&g ppest, for ., e&@~y4W&~rs,. 
I: do riot thinl,it @kstko c&ply 

c with now. ., 
******************************************************************~*****~***** 

., 

-i 

,( .' 

50 



DEPARTMENT OF THE ARMY 
Organization Name 

Geographic Location-Nine-Digit Zip Code “T-z. 

January 2, 1989 
i 

‘ 
‘Lu 

‘,. : 

Mr. John A. Doe 
123 Main Street 

: : Lawton;; Oklahoma 7jSOl c 

Dear Mr. Doe: 

I(m writing in reply to your questions about how we in the Army now 
prepare, a.‘ lette,r (previously called the nonmilitary ,letter) . Before I, begin, 

’ t&wh, I should mention my information comes from Army Regulation 25-50, 
Preparing and Managing Correspondence. It’s our guide for Army. writing. 

. 

Fir;+, we always put letters on, letterhead stationery and type them, 
preferably in 10 .pi tch ‘style. 

’ to be .framed. 
:We ad,just the margins so the text will appear 

(Note this letter is a good example of framing.) 

f 

.Tb show when the letter was signed, we put a civilian date, typed, and 
centered two ‘lines below the last line of the letterhead. We can’ t use date 
stamps on original copies, but we can on file copies. 

The greeting in our letter is- always on the second line below the last 
line of the address. The first line of the text of the letter then goes two 
lines below the. greeting,.- _ .‘. n 

i P  \  

You’ll notice we single space- the body of a letter and double space ‘ku 
between paragraphs. When starting a new paragraph, we indent four spaces and 
begin typing on the fifth. We never number our paragraphs in ‘letters and 
always try to keep them less than 1 inch deep. 

For the sake of clarity, we don”t use abbreviations in the address or 
signature blocks of our letters. If we need to use military acronyms for 
brevity, we always spell them out first. 

We try to keep our Xetters short and to the point-no more than two pages 
if possible. When they’ re more than a page, we leave a minimum of tm lines 
of text for the.second page. On a letter with two or more pages, we leave at 
least a l-inch margin at the bottom of each page. 

For letters of more than one page, 
line from the top edge of the paper. 

we center the page number on the fifth 
(Note the dash on each side of the page 

number.) The first line of the text starts on the fifth line below the number 
of the page. We try to keep the margins consistent with the preceding page. 



:‘. -;. i. 

The signature block for -l&e letter is always in -upper and lower case. Again 
we don’t use abbreviations : (except those authofbd in paragraph 4-5 of th: 

- regulation). Military personnel use 
writing a letter. 

“U.S. Army”. following their rank when 

If. the letter has an enclosure or attachnent, we identify it fully in the 
text of the letter. We type the word %nclosureW or wAttachnentW at the’ left 
margin on the second line below the signature blocki But = ‘don’t show the 
nunber(s) or list them. 

In closjng, *en writing letters, we follow the Army Writing’ Style,, a form 
of business kiting. W try to beclear, concise, organized, and right to the 
point.. 
reader. ; 

Our goal is to transmit a clear message. quickly. to the i,ntended 

p ;. 
Ihope this, kanswers kur questions about the. Army letter. (If you have 

any more qiestions, please call me at (502) 624-1018, and I’ll be glad to 
-.answer,:..~them.) I , : ; .:: : 

:- I_*(, 1%. :’ /.- -. 
Sincerely, 

/i’ 
.  . , .  .  .  .  

L.,” I  ;  

s 

. ,  i 

‘First Name MI ‘Last Name 
” 8, ,‘~lc (spelled out), U.S. Army 

/ . ‘.‘ -_ Title >’ .’ ‘_ (spelled out) 

Enclosure 
.’ 

_:_. 
i. 



DEPARlMENT C@ THE ARMY 
Headquarters, 2d Battalioq, 27th Armored Regiment ., ),, 

: ..,' 1 " 3d Armored Division “(Spearhead) 1, : : 1 ;.- ;” .APO wti ytk 09079-llll- I .I' I- \ D 
,: 

November 13, 1988 
<r ) .; . . . .' 

_ ., .: 
Second ,Lieutenant Fred Jones -,- ‘,. . 
Troop A, 2d Squadron, 12th Cavalry 
2d Armor Training. Brigade 

” Fort Knox,’ ‘Kentucky 40121 ” (_, . -. , 
: ., 1 ‘. ; ‘.. y . c 
‘: Dear Cieufenant Jones: .._ : 

Welcome.to the “Battering Rams” and the 3d Armored Division. I’m happy to 
learn that .you will .soon become a member of’-this fines-bdttal.ion;’ I. :. .:. ‘. %,i’ i,.’ 

The 2d Battalion, 27th Armored Regiment is an MlAl equipped battalion in 
the 3d Brigade. 
of Frankfurt. 

We* re located at Oberberg, approximately 20 miles due north . . ,: .-; .: 

I am assigning Second LieutenantMurray Graddison as your sponsor, and you 
should receive a letter from him shortly. If there is anything we can do to 
help make your move here smoother, please let us know. -,y ,” .,.> ... 

I am looking’forward to.‘your becoming a member of the battalion. I trust 
you will find your tour of: duty both personally and professionally rewarding. 

Sincerely, 

James B. Jensen 
Lieutenant Colone1,‘U.S. Army 
Comnanding Officer 

. . 
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1. 

Practical Exercise 1 ’ 
., ‘; I,> 

using the Aws format and,the information below, write an appropriate letter to 
the president of Golaco 3%: to include proper letterhead, .: date, and inside 
address. _ _. 

1. The Colaco machine in your company day room frequently breaks down. It .. ,_: 
I : :_ ‘, : 

also takes users’ money, often dispenses a different type of soft drink than .’ _.’ 
shown on the buttons, and often dispenses warm drinks. A number of soldiers 

7. 
have complained, a& the first &&&nt~s calls to .the local ‘distributor ‘have 

not resolved. the problems. 

2. The machine. is located in the A Company, 2d Battalion, 37th Armor Day 

Room, Building #4021, Fort Benning, Georgia, 12321. 

-3. The first sergeant spoke with a Miss James when he called the local 

distributor. He cal,led twice in September, once on October 17, and again on 

November 4. 

4. The president of the local Colaco-Cola Bottling company, or. Howard 

Wharton, is a member of “the local Association of the United States Army 

Chapter. His address is: 

Colaco of Columbus 

17408 Buena Vista Road 

Coltius, Georgia 32417 
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LlETMoF -Tim 

Practical Exercise 2 
. 1 

. . Write!’ a Letter 07 Comeridation to Spscialist Albert B. Davis for achieving a 
. . ..’ _- ., 

maximun (300 point) score on the Army Physical Readiness Test. Prepare Me 

letter for you; tommy comnander’s signature. The test was yesterday. Your 
: , 

upit is Headqu&t&s Company, 1st Battalion, 37th Armor, APO’ New ,York 09326. 

Your Company Comwnder is Cm Jqseph F. tiber (Armor). 

. 



I. .. 

THE FORMAL MEMORANDUM 
. I ., 

1. SUMMARY. The formal memqrandqm is our basic document for corres- 
,pondence. It replaces the military letter and is formal. While it 
serves a variety of,-purposes, it's primarily for formal correspondence 

:within military channels and for tasking subordinate units. 
.' 

-2. *Es. Use the memorandun: 

a. To correspond with any coarnand, staff, or activity within the 
Department of :Defen’se.’ - ._ ,.’ 

b. ‘PO correspond with any echelon of mnd. 

c. lb correspond formally. _,a .,. 

d. ‘Ib task. 

e. To start military and civilian personnel actions. 

f. To c-end or to show appreciation to Department of the Army 
employees. 

g- To- forward (as an enclosure or attachnent) any non-transmitting forms 
that must go outside the installation or conwnand. 

h. lb document conversations, events, understandings, or agreements. 

3. GUIDELINES. 

Don’t ‘use a memorandum outside the military, such as for writing to 
fam&res of soldiers. 

b. . Use a dot-matrix printer to print the memorandum if your comnder 
allows it. But use a typewriter or near-letter quality,,printer -when writing 
to anyone in the Department of Defense outside the Army or to the Army’s Vice 
Chief of Staff or higher. I 

.- 
C’i Use an endorsemerit to me msmorandlrm either to forward it or to 

aniiweq it. Put the endorsement on the same page of the memorandum if it fits. 
Number the ‘pages in order, since the’ endorsement is an integral part of the 
memoranda; 

\ 
4. REPEPENGE. AR 25-50, Preparing and Managing Correspondence. 
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DEPARW@lT OF THE ARM!!', 
Organization Name 

Geographic Location-Nin+Digit Zip Code 
s: SUSPENSE DATE 

', ,OFFICE.S+& @ARKS NUMBER) . . DATE 

MEMORANDUM FOR Addressee's Title, Organization, Geographic Location, and 
Nine-Digit Zip Code 

,' ii 
SUBJECT: Prepariq a Memorandum 

.1 

1. Purpose. Tb explain how to prepare a'memorandum. 

2. Smunary. The guidelines below show how to set the margins, page numbers, 
indentations, and type. They also describe where TO put the key elements of a Y 
memorandum's heading, body, 'and closing. 

3. Margins. Allow 1 inchlfor the left and right margins. Leave at least 1 
inch at the bottom of the first page, 

4. Type. Use pica, courier, or other lo-pitch type. Substitute with elite, 
12-pitch or. other available..typewhen,larger~type isn'ti available. (Note that 
this memorandum is in 12 pitch.) : 

5. Reading. .: .) 

a. Type the OFFICE SYME3OL followed by the MARKS NUMBER,. in parentheses, 
at the left margin two lines below the seal. 

., 
b. Stamp or type the DATE, military style, on the same;line as the 

office symbol, ending at the right margin. If the text indicates a SUSPENSE. 
DATE;- type it' two lines above, the office"symbo1 :line ending as close as 
possible to the right margin; 

.' . . 
'Qpe MEMORANDUM FOR on the third line below the office symbol. 

the %tgle address one space after MEMORANDUM FOR. 
Begin * 

For multiple addresses, 
see AR 25~50. Addresses may be in upper-and lower case:.,or all upper case. i 

d, ':-Type the SUBJECT of 
-" '~ 

th e merandun on the second line below the last 
line of an address. Keep subject to 10 words or less if possible. 

6. Body. Begin the first paragraph of.,:the- TEXT at the left-margin on the 
third line below the last line of the subject. 

7. Closing. 



a. When used, type the AUTHORITY LINE at the left margin on the second 
line below the last line of the text. 

b. Type the SIGNATURE BLOCE on the fifth line ‘below the AUTHORITY LINE 
or the last line of the text. 
in all caps. 

Begin in the center of the page. ‘rLpe the name 
lb preserve block style format, use short title abbreviations 

and any mixture of full or abbreviated rankand branch. 

Identify enclosures 
the %me line as the SIGNATUl& BLOCK. 

if any, flush with the left margin. Begin on 

d, -Indicate copies furnished 
enclosures. 

(CF) to other off ices two lines below 

JOHN A. WHITE 
CPT, Armor 
Conmanding 
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OFFICE SYMBOL 
SUBJECT: Preparing a Memorandum 

1. Special Instructions for Continuation Pages. 

a. ‘Qpe the OFFICE SYMBOL at the left margin on the eighth line from the 
top edge of the paper. 

b. Type the SUBJECT of the memoranda at the left margin on the next 
line below the office symbol; 

c. Begin the continuation of the text -at the left margin on the third 
line below the subject phrase. When continuing a memorandum on another page-- 

(1) Don’ t divide a paragraph of three lines or less between pages; 
at least two lines of the divided paragraph must appear on each page. 

(2) Include at least .twn’ words on each page of any sentence divided 
between pages. 

(3) Avoid. hyphenation tienever possible. Don’t hyphenate a word 
between pages. 

d. Don’t type the authority line and the signature block on the 
continuation page without at least two lines of the last paragraph. if, 
however, a paragraph or subparagraph has only one line, place it alone on the 
continuation page with the authority line and signature block. 

e. Place the page number approximately 1 to 1 l/2 inches from the bottom 
of the page. Center the page nunber. 

2. References. Normally put references in the first paragraph. If you refer 
to a publication, document, phone call, or meeting in the text, spell it out 
there. 

AUTHORITY LINE : 

4 Encls 
1. Ltr, Office Symbol, Date 
2. DAEbrmxxxx 
3. Orders XXX-XX, Date 
4. AR XXX-XX, Date, Title 

JOHN J. JOHNSON 
CPT, AR or Captain, AR 

. 

CF: 
Addressee #l’s Title, Organization Name, ATM: Office Symbol 
Addressee #2’s Title, Organization Name, ATlN: Office Symbol 
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NOTES 
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SAMPLE FORMiL MEMORANDUM WITH HEADERS 

DEPARTMENT OF THE ARMY 
Headquarters, 245th Armored Brigade 

XXX Corps 
Fort Anywhere, New Jersey 13333-4444 

ABCDE-FG '(Marks Number) 26 September lQQ0 

MEMORANDUM FOR COMMANDER, S-33 AR 

SUBJECT: Misconduct of PV2 Joe Jones 
P 

’ 1. Purpose. To recommend administrative action against a soldier in 
your command. 

2: Recommendation. That you counsel', admonish, and give a letter of 
reprimand'to PV2 Joseph P. Jones, 333-22-:llll, for his misconduct on 20 
Sep 90. 

3. Discussion. Details of reported misconduct are as follows: 

a. When?. 0200, 20 Sep 90. 

b. Where? Vicinity of Fort Anywhere PX Storage Room, Bldg 2234. 

C. What? 

ci) Jones was loitering when the'kIPs apprehended him. They found 
him drunk and disorderly, and took him to the hospital for a Blood Alcohol ‘L 

-Test (no results available yet). 

(2) The MPs released him to SFC Robert J. Jones, his supervisor, 
at 0430. Then they called .your staff duty officer with their report. 

.I 
FOR THE COMMANDER: 

.HARVEY J. HARVEY 
MAJ, AR or Major, Armor 

. Adjutant 



SAMPLE MEMORANDUM 

DEPARTMENT OF THE ARMY 
'Headquarters., 4th Battalion. 1st Infantry Training Brigade 

Fort Benn.ing, Georgia 31061 

AFVE-41TB 16 November 1000 

f MEMORANDUM FOR Company Commanders 

SUBJECT: Command Presence During Off-Duty Hours 

1. The recent increase In serious incidents -and crimes in 
area during nonduty hours convinces me that we need a more 
of command. 

2. I want each company commander to require an officer or 
noncommissioned officer to walk through the entire company 
once between 1800 and 2230 and once between 0200 and 0800. 
and'nonduty days, he will conduct an additional inspection 
0000-1700. 

3. As a minimum, I expect these personnel to: 

the battalion 
visible chain 

senior 
area.dailyi 

On weekends 
'once between 

a. Verify that the charge of quarters is performing his duties 
correctly. 

b. Inspect all hallways, latrines, and day rooms. 

C. Be available to soldiers who want to talk to someone in the chain 
of command. -. 

CL Note the time of inspection and any remarks on the battalion staff 
duty officer's log. 

* 4. Begin these daily Inspections by 20 November 1000. 

DONALD R. HOUSTON 
LTC, Infantry 
Commanding 
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- SIGNATURE -BLOCKS _: 

1. From the office of the coknder of a unit, headquarters, or installation 
and signed by the c -ding officer : 

THOMAS R. TRAVIS -THCMASRi TRAVIS THCMAS R. TRAVIS 
CRT, Infantry or CPT, IN or Captain, IN 
Comnanding Comnanding c Commanding 

Written upon cwder’s direction and signed’by an authorized representative 
regardless of the status of’ the addressee: 

. DALEB.SMOKE 
‘. lLT, Armor , 

Ad jutant 

2. When an officer is writing as ‘an individual on personal matters, show the 
name, social security nunber, rank ; branch, and organization: 

; 
’ 

’ .JOSEW; W. BP? 
123-45-6789 

‘.. 

CPT, ~.Aqnor, : : ,. 
Co B, 2/34 Armor 

Reference: AR 25-50 

-  

.’ 

I  .  .  .  
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j : 
:. 

c 

i@imvq ‘. 
mactical Exercise 

SIluATIa!J: You are the assistant Sl of the 4th Battalion, 37th Armor at’ Fort 
Knox, Kentucky 40121. Your Sl is on leave. ‘Your ne‘w battalion commander has 
been reviewing the battalion(s policies, and he’ sends the follawina nnte! 

.’ ‘ 

ROUTING AND TRANSMITTAL SLIP 

TO: (Name. ottice symbol. room number, 
building. Agency/Post) 

jJ/ 

Iktirls Date 

3. I 
I 

DO NOT use this form as a RECORD of approvalb! concurrences. disposals. 
clearances. and similar actions 

I 

OPTIONAL FORM 41~. 7.76) 
Prwwlb~d by GSA 
FPYR(41 CFR)101.11.206 
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'THE INFORMAL MEMORANDUM : 
1. s-. The Informal Memorandun replaces the Disposition Form as an 
informal means of internal comunication. We can prepare it three ways: 
typea, handwritten, or word processed. We can’ t send it outside Army 
.channels. 

2. USES. Use the Informal Memoranda: 

a. To .originate a staff action. 

b. lb obtain comnents, coordination, or information upon which to base a 
reply to a separate paper. 

c* To .reguest routine support fr* activities on this information. 
\ 

3. GUIDELINES. 

a. : ,ILpe on plain bond paper .in same format’ as Memoranda. 

b. Maybeendorsed. 

4, ReFERENcE. AR 25-50. ; 

, 
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:  

SAME?I+E ~INFORMAL~MEM~RANDUM 

ABDC-E . 5 December lQQ0~ 
.i,: . . ,_ :: 

MEMORANDUM FORSEE D1STRIBUT'ION (Used for 6 or more address,ees.3 
c 

SUBOECT: .' In-pro,gress Review for A01 d '..., 

‘, 
; 

1; Plan to'attend a'.meeti.ng &londay,..12z December, . ._' to review the 
kattalion's pr?ogress in preparing for the Annual General Inspection 
achedulad for March 1991. ,. 

2.. We will meet from OQOO*-.1030 in the battalion conference room& r' ,: 
3. Bring your AOI. briefing books, and be ready to talk'about preparations 
In yourarea.' Keep your,briefs to five-minutes. 

4. POC Is Jerry Rock, 4-2222. 

*. .” : 
PAUL X. PAULiNS". 
LTC, AR 
Commanding ! 

h 

I 

,1J’, 

, DISTRIBUTIDN: I 
5-33 Armor 

. . 
Commander, 
Executive Officer, 5-33 Armor 
Sl, 52, 53, S4, BMO, 5-33 Armor 
CSM 



Practical Exercise 

SITUATICCJ: The date is 30 June 1989. AS Assistant S3 of the 4th Battalion, 

1st ITS (Fort.‘Benning, GA X905), you’re setting up Rifle Range #20 for the 

companies ‘to conduct annual marksmanship training. The training must run from 

16 to 18 August- 1989, from 0800. to 16006 You read the after-action .report 

from the last annual marksmanship, training and note. that problems with the 

target raising mechanisms caused delays of several hours. Each time the OIC 

had to call range controlmaintenance, and ‘it took- over three hours before .- ..~ . 
they arrived and repaired the targets. This delay occurred four times ’ in 

three’ ‘days of firing. To prevent these long delays, you decide to request 

tha~t range control provide a repairman to be on the range throughout the 

battalion’s firing. -,’ 

REQUIREMENT: Write an Informal Memorandum requesting range maintenance 
L. 

support from range control. Prepare it for the Battalion S3’s signature (MAJ 

Curtis M. Lawson, Infantry) i Feel free to “invent” details as necessary to 

complete this r.equirement. 
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THE MEMORANDUM FOR.RECORD 
1. S‘JJMUW. The Memorandum for Record (MFR) acts as a record for internal 
reference.in a unit to save .information not requiring further action. 

i 
2. USES. Use the’MFR: : 

a. To capture the facts of a situation, conversation, event, etc., for 
future reference when no other document does that already:’ (The key here is 
that the MFR information does not require further action.) 

b. To record minutes of meetings or 
unit administration that w can’t correct. 

briefings or to note deficiencies in 

c. To record information on trips. 

d. To document conversations’or incidents until such time as they can be 
recorded in the proper format such as counseling statements or letters of 
reprimand. 

e. Don’t use the M?R as a transmittal document. 

3. GUIDELINES. 

a. ,Type’or handwrite an MFR. 

- b. You may attach additional information (as enclosures) to present 
details, to explain data, or to add to the understanding’ of a subject; 

J 
pi&: 

Normally, you will prepare on&y an original copy of an MFR on -white 

‘d. : :Do not endorse an I&?,, but you may have addenda. 

4.i m. AR 25-50. 
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OFFICE SYMBOL (MARKS NUMBER) 

&MoRANDuM Em RECORD 

SUBJECT: A Company, 2-69 Armor, Unit Safety Council Meeting 

1. The Company Safety 
1988, in the A Company 

Council held its quarterly meeting at 
Day Room. 

2. 
i 

a. Members present: 

(1) 1LT Burke - Chairman. 

(2) 2LT Simpson - Recorder. 

(3) SK’ Dillard - Company Safety NCO. 

(4) SSG Hughes - Member. 

(5) J3EC Green -. Member. 

b. Members absent: 

1s Jiminez - Member. , 

21 October 1988 3~ 
‘/ 

1400, 20 October 

P 

3. Old Business : SEC Dillard noted that the maintenance shop is still, unable 
to keep “dry sweep” on hand to ‘put on oil spills. I said I would personally 
check in to the,shortage of “dry sweep.” I then noted that the post engineers 
approved the work order to-replace missing guards on the fluorescent lights in 
the arms and.supply rooms. 

4. New Business: SSG Hughes recommended that the company schedule a film on 
winter driving hazards. Council approved this recommendation and directed SF’C 
Dillard to schedule the film for 2 November 1988. There was no further new 
business. We tentatively scheduled the next safety council meeting for 20 
January 1989 and adjourned the meeting at 1425. 

SAMUEL N. SIMPSON 
2LT, ARMOR 
Recorder 
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, 

ABCD-EF;GH 

SUSJFCT: 
123-95-6789 

Suspension of Class VI Privileges for .'SPC James A. Smith, 

1. As unit commander, I amsuspending 'SEC James A. Smith's Class VI 
privileges for 6 monthsfromtoday. 

r; 2. SPC Smith's conduct at the Class VI store on 13 March 1990 was 
unprofessional. His drunkeness, abusive language, a&l refusal to leave at the 
manager's request pre inappropriate. Although SX Wth felthe was right to 

, insist. that the 'clerk should have charged him the'.sale price on a case of, 
beer, he showed-poor judgment 'in handling the situation. 

3. At the end of this 
record,to'.deterinine if 

6-month suspension, I will evaluate SEC Smith's conduct 
the suspension-will end. 

.!IatmsR.CRANE 
Major, AR 
caldnding 
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THE GENERAL COUNSELING FORM 

1.. s!my% The .Ceneral Counseling Form. (Dk ,Form 4856-R) serves to 
all types of counseling sessions. 

2. USES. “use the counseling statement: 

When a soldier’s behavior has been such that continued similar 
beha%or may result in action against him. 

b. ijhen a soldier has shown improvement that should be doctiented. 
,I 

c; When you conduct ‘routine performance ,counseling or ‘initial 
counseling. _ 

3. GuIDaNEs. : 

Write. or ‘type the form,. and cover the basic questions (who, what, 
wher%: when, how, and why). If, you answer these,. your counseling record can 

P 

stand alone. 

b.d : As.you write it, ask: yourself if .it answers these questions: 
: 

(1) ‘Does, it provide- my successor with an accurate record of the 
personys conduct or per.formance? 

‘. _~ (2) Does it give’ ‘specific- information (dates; names, actual phrases 
Stated, places, and times) that would stand up during -legal proceedings? , 

. .; 
“(3) Could: it support punishment of a soldier if he repeats 3 th i 

offense? 
‘, 

(4) Could it support elimination proceedings if necessary? 

(5) Is ,it totally accurate, and does it tell both sides of the 
story?,--. .: 

. 
c. Block 8-Date .and Circumstances. Include. at least the following 

information: 

(1) Date(s) of the observed .performance. 

(2) Specific actions; events, or behavior. 

EXAMPLE: 

6 Ott 87, Quarterly Performance Counseling. During 4th Qtr 
FY87, SGT Jones has met or exceeded all performance objectives. He was the 
battalion’s NC0 of the Quarter and will compete for Division Artillery NC0 of 
the Quarter in November. He has enrolled in college classes at night and has 

71 



encouraged his men to follow his example. He scored 285 on his APFT on 5 Sep. 
His section earn&d all first-time GGs on all tasks during the AuQust ARTEP. 

,’ 
d. Block g--Date and Summary of Counseling. Include at least the 

following information: 

(1)’ Reasons’ for the counseling. 

(2) Key poi.nts discussed. 

(3) Possible consequences if any misconduct continues. (If 
appropriate,..discuss the nature aid, effects of such punishent or separation 
actions.) .’ 

(4) Corrective actions the soldier should take. 

i (5) The sold ier!s side of’-the story, if he chooses to state it. 

EXAMPLE : 

.. Ch 28 July, between 1500 and 1600, I counseled SSG Smiley 
concerning her job performance during the past month. 
appreciation for her hard.mrk on the last field.exercise. 

I expressed my 
But I told her she 

must treat her section, members with more respect. I explained that her 
sarcastic attitude and tendency to curse at them was inappropriate; It could 
result in formal complaints by them, 
possibly an Article .15. . . : 

a reprimand from the commander, or 
. 

I asked her for her corsnents on this. She said- she ‘didn’ t 
realize she was being so disrespectful. She said she. would improve. 

Follo~up: I told her I’d give her more feedback next week on her progress. 

4. REFERENCES. 

a. AR 350-21, Instructiori on the Benefits of.an Honorable Discharge. 

b. r AF;- 635-200; .tilisted Pgrsonnel . 

. . 
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,I 'GENERA~COUNSEillilG~FORM 
., 

For use of this form, m AR 636.200; tha proponent l aanc~ Is MILPERCEN 

.” 3 DATA-R:EQUIRED BY THE PRIVACY ACT OF 1974 

JTHORITY: 5 USC 301, 10 USC 3012(G). PRINCIPAL PURPOSE: To record counseling data pertaining to service members. 
KJTINE USES: Prerequisite counseling under paragraphs 5-8, 513, chapters 11, 13 or section III, chapter 14, AR 635200. May also be used to 
cument failures bf rehabilitation effoits in administrative discharge proceedings. 
SCLOSURE: Disclosure is voluntary, but failure to prowde the inftirmation may result in recording of a.negative counseling session indicative 
the subordinate’s lack of a desire to solve his or her problems. 

PART I - BASIC DATA 
NAME (Jalort. /i-l. MI) 2. SOClAiSECURlTY NO; 3. GRADE 4. SEX & 

.ang, Leslie R. : '. 111-22-3333 .I6 Male' .a ,_... 
UNIT _ _. FOR’TRAJiUJNG UNITS ONLY 

:-Co, 5th Bn, 33d AR, Ft Knox, KY 40121 " WEEKoFTRA'N'NG 
7. TRAINING SCORES 

HIGH ME0 - m LOW I 
3.’ ,. 

PART II - OBSERVATIONS 
DATE AND CIRCUMSTANCES ‘I . . : _- 

:irst stati what happened; begin with the date and time, then "I *observed.," "I heard,'! or 
'I saw.I' Then explain the details of when, how, who, where, etc. You must be specific, 
:lear, and concise. Put the words in a language your soldiers wil'l.understand. 

x ,,'. 
._ .'i' , 

. . . 
.c . 1' ..~ 

: 
i;. 
.,... , 

'. ,'_ .:. :; ,/ 

DATE AND SUMMARY OF COUNSELING 
‘! 

First, state .the' hate;.then that you counseled the soldier about State what 
happened as a result. What was the soldier's response or attitude?- Be specific. Put any 
pertinent ,background information you feel neces-s&y next. You may include any reasons 
the soldier.gave you for his or her actions. What real or possible corrective action did 
you mention? Warnings? 

Include any time l?mits on suspensions , restrictions, or observation periods. T 

, 

_ 

- - ----- ---- . ..-. -- 

DISPOSITION 1NSTRiJCTlONS 
This form will be destroyed upon: reodsignment (other than rehobilitatiw 
transfers). sepomtion ot ETS. or upon retirement. 

UA tUUM W55, JUN Ub EDITION OF JUL 64 IS OBSOLETE. 
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PART III -AUTHENTICATION 
10. NAME. GRADE. SIGNATURE OF COUNSELOR 4 1 DATE I 

.c ;REY, THOMAS A., LTC. 10 Feb 87 

1’ I. I acknowlM@a having b-n coun4M by th. &am individuml and uvuluatand th r”~)n for thk coumoll~ urlmt. 
information +bovo mxxwm*ly roflcts this eounuling wrion. 

I concur/nonconcur that tha 
I ~mconuw for the followin irmmr: 

E \l.low.the soldier to refute your comments or state anything here he or she desires. 

: .t. 

,- 

. -  
i 

1’ 

1 

1, 

1, 

I 

J 

2. NAUE, GRADE. SIGNATURE\OF INDlVlDUAL COUNSELED DATE 

.ANGii LkiIE R., SSG '. 10 Feb 87 

3. IF ~ouNs~LEO iiYoivIouAL REFUSES TO SIGN COUNSELING NOTES, 
COUNSELOR WILL IN!flAL THIS BLOCK. 

‘_ ,’ PART IV - REHAEILITATION 
1. REHABILITATION RESULTS/COMMENTS 

.- 

\fter ObSeiVatiOn period, state current imp>esSion of joldier and his per'formance. 
four final action, if any. 

Include 

5. NAME. GRADE. SIGNATURE OF INOIVIOUAL COUNSELED 

ANG; L.FSLTR R.;, SSG ‘_x 
DATE 

11 May 87 

6. NAME, GRADE. SIGNATURE Of,COUNSELOR ., DATE 
. . . 

A.. ITC 11 May 87 
PART V - UNIT COMMANDER INTER\ilEW 

7. INTERVIEW RESULTS AND RECOMMENDATION 

[f the.-soldiermust see the-commander.,.comments from. the interview go here. He must 
First state what final acti'on he will take against the soldier or the end result of the 
:ounseling,session, then add any pertinent information necessary from‘the counseling. 

16. NAME. GRAOE. SIGNATURE OF UNIT COMMANDER 1 DATE 
.--- -- 

JONES, RAiPH O., COL 15 May 87 
: 



.,, COUNSELING STATiMENT 

Practical Exercise 

SITUATION: 

1. LOCAT& Training Area C. 

.2. IXTE: l July 1988, 1430. 

3. PERSONS INVOLVED: 2LT Jones, SSG Smith, SPC Rogers. 

14. BACIiGROUND: You are evaluating a patrol that the NCOs of your unit are 
1. .- 

conducting. 
,I . 

‘Ihe squad you are observing is clearly lost, and the men are 

getting fatigued and frustrated; S#: ,Rogers starts loudly ,complaining about 

i the weight of his peck and the competency of SSG 9ni th. After Rogers swears 

at SSG Smith, Smith pushes and threatens him. 
,. :. 

&nith and.Rogers are in 3d Plt, Co A, 1st Rn, 25th AR. The platoon is having 

problems with discipline and morale. At the same time, SSC Smith is basically 

a good NCO. 

REQUIREMENT: Using the above situation and information, complete blocks 8 and 

9 on the modified counseling form and counsel’either Ssi; Smith or SPC Rogers. 

Invent ,details as necessary. j’ 



.THE R.EPORT.OF 

? 1. SUPWARY. Whenever government property 
accountable officer must designate someone 

2. USES. Use the Report of Survey: 

. 

:: 

SURVEY: '. ,- 
lost, damaged, or destroyed, the 
conduct a Report of Survey. 

a. lb determine, who (if anyone) is responsible for damage# .loss, or 
destruction of Government property. 

b 
Gove&ment. 

TO determine the amount the liable person(s) must pay to the 

3. GUIDELINES. ., 
a. the findings and recommendations (Block 26, DA Form 4697) narrative 

should: 
* 

(1) Follow standards described in FM 10-14-3 and AR 735-11. 

.'- (2) ',Show recomendations that follow logically from the facts in the 
evidence and findings. ) I 

(3) Contain evidence that supports the findings. 

(4) Be complete -enough so that reviewers Can see responsibility in 
the case without sending the report back to you for more information. 

b. You must-- 

(1) Complete the preprinted sentence 
concise summary of your findings. 

in Block 26 with a clear, 

(2) use short, concise sentences that are gramatically correct and T 
that include correct punctuation, spelling, and word usage. 

E 
(3) Not include substantiated opinions or- phrases like "lost or 

damaged in manner stated." 

x (4) Indicate how any item was (should be) disposed of, if 
appropriate.. 

4. REFERENCES. 

a. E?l 10-14-3. , 

b.. DA Form 4697. 

c. AR'735-11. 
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DEPARTMENT OF THE ARMY 
REPORT OF SURVEY 

1. OAtE PREPA?EO 2. SURVEY NUMBER 

lrganizational .DMMC, 10th InE Dfv, Port Blank, TX 78234 UIC: WARVAA 
ORlGlNiTOA fAc-countsbkoNkn. apdnww hand ncd@ hddml 

'hfllfp B. Murphy, CPT, Commanding, Co A, 307th Sig Bn UIC: WARBA 
7. 8. 0. 10. 

NATIONAL STOCK NUYlEA ITEM OESCRIPTION IyY UNIT PRICE TOTAL COSi 

6650-00-530-0974 .Binoculare, -7X50, ~1 Reticle, 1 ea $350.00 $350.00 
(867218) . ‘H17Al', SN: 24567 ; 

'180-00-672-2611 ,. Tool Kit, General Mechanics, Light 
(W38897) - Weight .' 

:omponent Lose 
5110-00-241-9148 File, Hand 1 da 1.80 1.80 
5120-00'0618541 Hammer, Hand 1 ea 6.75 6.75 
5120-00-240~5328 Wrench, Adjustable 1 ea 3.60 3.60 

Grar d Total $362.15 

GOATE ANO CIRCUMSTANCES 

)n 15 August 1987 I, CPT Phillip B. Murphy, 228-13-4444, Commander, and my replacement, 
:PT George'C. Piercy, 215-54-2945, took a joint inventory , and the above-items were missing. 
1 could not find the items during a complete search of the area. I-do recall seeing the 
kinoculars during the monthly inventory on 7 July 1987. I had just returned them to the 
:ompany safe-from my quarters where.1 was ueing them to apot birds. They were usually 
stored in a locked container in the company orderly room. I had'a key to the container, 
Ind a second key was in the company key box which the company.firet sergeant, 
LSG Ronald Campbel,l, 377-18-5050, .or the company CQ controlled (Exhfhit A). I inventoried 
:he tool kit when 1 took command 2 years ago. I did not 'inventory it again because it was 
!xcess to the-unit, and I stored it under my desk. 

i' 
Exhibit A 

2. SIGNATURE AN0 OATE ‘3. 
AfFlCJ*VlT 

SubwrlW and -n 10 for l fWmudJ 
boo,. rmnFort Blank, TX 

I do rolmnly - iar l b+mJ tlu3 (to lb8 &et or thk ” 
d. O,September 1987 

ny hmowkd~ and bel&fJ the utklr of publk 
~roDltv dorm abowmma/a on Roch.4 dim 

TYPED NAME, GRADE, AN0 SSN NAME AN0 ORAOE ftym and rt#nJ 

-*I-. -rovd. w.oi YOI~ au I* ti 
muwbm Mod. rrhlk In.** pi&J - 

IfHXLLIP B . . MURPHY, CPT, SC 
228-13-4444' Walter C. Bagwell.,CPT, Adj 

I4 DATE 11. NAME. 0RAO.E. AN0 SIONATURE OF ACCOUNTASLE OFFICER 16. OOCUUENT NUMBER 

12 September 1987 DONALD M. JONES, CW4, USA WTKA5-002i-0025 . 
II. APPOINTING AUTHORITY 

I& DATE 19. TYPED NAME. GRADE. AN0 TITLE OF APPOINTING AUTHORITY 20. SIGNATURE 

25 September 1987 LEROY J. WEATRERLY; LTC, SC 

IA FORM DA FORM .SW3lTLSTl. t J”L 7B .nd BA FORM 44307ITESTl. 
SEC 81 1 JUL 78 ARE OIISOLETS 
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,. APPOINTING AUTHORITY la. STATION 

k307th Signal Battalion --_- -.--__ Fort Blank. Texas 
4. NAME. ORAOE OF SURVEYING OFFICER 

&&.r~ P _.._ s.mi c h, CPT ______. . . - .______ 
r 

“0” AR9 APPOINTED SURVEYINO OFFICER BY ?RDER OF: Leroy T. Weatherly, LTC 
I’fbrd nana.. ##de of A~~~fnllw Authorlly) 

S. FINDINGS iNO RECOMMENOATION 

A I harr l xwnlnal alI wmllmble .wldant9 ” thaw? In l rhiblts - to% nd I Indkatd bdow h-9 gl~n~lty Inmti~t& tha 
imw l d It h my b*tei thmi th- wtkWJ I!atti h-y l d/or attachad to thwtt. total coet Slh’).lt were the 

bility ef*CPT’Phillip B. Murphy, 228-13-4444. 
reSpORS f - 

He did not properly secure the items. 
According to 1% Ronald Campbell, 377-18-5050 (Exhibit B), CPT Murphy used the items for 
personal purposes, 
Lonero system. 

compromised the security of the Gems, and degraded the unit’s key 
SGT John H. McMullen,*,322-74;1234, certified (Exhibit C) that he was 

Anable to ‘convince CPT Murphy to allov him to secure the toolkit or turn it in as excess, 
The unit clerk, SP4 David Jones, 415-6414897, certified (Exhibit I)) that CPT Murphy often 
returned the missing binoculars and simply laid them on the safe instead.of s&curing them. 
rhe items were depreciated according to paragraph 4-19, AR 735-11. The actual loss to 
the Government is $325.93 (Exhibit E). 

RECOMMENDATION’: That the Army hold CPT Phillip B. Murphy, 228-13-4444, liable in the amount 
JF $325.93 and relieve all others from property accountability and responsibility for the 
ntssi,ng ‘items. CPT Murphy’s monthly base pay at the time of the loss was $1,514.70. 

RECOMMEND PECUNIARY CHARGE 

IS. OATE b. SIGNATURE 

15 October 1987 

11. PATE 32a. TYPED NAME. GkADE OF lNOlV’lUJAL SflNG CHAAGEO b. SIGNATURE 

16 .October. 1987. Phillip’ B. Murphy, CPT 
13. RECOMMENOATjON BY 34. COMM-ENTS 

THE APPOINTING 
A~THORliV 

Due to the potential financial hardship on CPT Murphy, I recommend that 

fl CON&R 
the charges be prorated over a 3-month period. 

.u NONCONCUR 

15. DATE 36.. TYPED N+tE. G!%ADE & TITLE OF APPOINTING AU-I-H b. SIGNATURE 

Leroy T. Weatherly, LTC , 18 October 1987 
Commander, ,‘307rh Sig Bn 

37. A~PROVING~AUTHORITY 

. . ‘Cl REJECTED. Invmtiwtion is rwuirti. Appoint l tuw.y ofticr. Oat* lnitigls 

b. 0 REJECTED. Invati9mtion inco,mplote. Additional informmion roquiwd. 
4 

o*t* 

. . 

38. PECUNIARY CWAAGE 

c. a APPROVED BY AUTHORITY OF THE SECRETARY OF THE ARMY. 

l~mtiala - 
. . ACTUAL LOSS. 

$325.93 
I hold CPT Phillip B. Murphy, 288-13-4444, liable in the amount 
of $8325.93. I have discontinued accoun’tabilfty. CPT Murphy’s b. AMOUNT CHARGED 

nonthl;y’ basic, .pay .at the time of loss was $1,514.70. I recommend that 
we prorate the charges over a 3-month.period. $325.93 

C. LOSS TO GOVERNMENT 

39. DATE _ 4Oe. T-WED NAME. GRADE & TITLE OF *pPRDVING AUTH b. SIGNATURE 
John H. Johnson, COL 

25 October- 1987 Commander, 2d Sig Bde 



REPORTOFSURVEY 

Practical Exercise 

SITUATICN: 

By 1700; 6 June 1985, all three squads of 1st Platoon, B Company, l-59 
Infantry.had completed the ARTEP task.'%quad Forced March' Live Fire" at the 
Audie Murphy,range complex. The platoon trucked back to the-‘company area:for 
the evening meal. When .the platoon arrived, people were already eating 

,, dinner. 1SG Clayton Farlow told SSG Ross to get his platoon fed ASAP. 

The platoon moved to the platoon area and stacked arms. SSG Ross tasked PFC 
Mark Grayson, the 'platoon RTO, with guarding the platoon's weapons and 
equipment. Grayson complained about missing supper, but not excessively. 
Grayson took off his‘radio and,piaced it against the right rear fender of the 
Ml1392 B-12 and lay down on the.track's lower ramp. Thirty minutes later pv2 
Ray Crebbs relieved Grayson on SSG Ross' orders. Crebbs remained on guard 

.until the rest of the platoon returned, and SSG Ross relieved him. 

At 1845, SSG Ross told the platoon to clean their weapons and prepare for the 
next day's live fire exercise. At 1900, SSG Ross' personally received tW 
calls on the AN/PRC-77 in question: 1) There wouid be a meeting of all 
platoon leaders and platoon sergeants at the company CP at 1930. 2) There 
would be a meeting of ,a11 Rtis with the company comma NC0 in the company 
trains at 1930. 

SSG. Ross told Grayson' about .the meeting, and. they .both left for their 
respective meetings around 1910. SSG Ross detailed nobody for radio watch 
when he~left: During the meeting at the,CP, the company Xd told Ross that his 
platoon would. refuel at 2200. .Ross returned to hi,s platoon at 2100 and called 
a,meeting of 'his squad,leaders to discuss the next day's operation. He also 
told them that the tracks would leave for the refueling point at 2130. The 
meeting endti at 2120. 

At 2130, .SGT Blake Carrington ran up and told SSG Ross that B-12's assigned 
driver still had not returned from the l!X's KP detail. 'SSG Ross told PV2 
Bobby Ewing to drive B-12. 
ground guide. 

Ewing started the track,.and SSG Ross acted as his 
Ross signaled Ewing to back up, and he did, running over the 

AN/PRC-77 radio and crushing it. 

REQUIREMENT: 

You are a platoon leader in A Company, 1st 'Battalion, 59th Infantry and.have 
been assigned the attached Report of Survey on the destruction of an AN/PRC-77 
radio. 
findings 

You have completed your investigation and are now ready to write your 
and make a recommendation. 

._ :: 
: 

4.J ~ 
/ 
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1 ~- i j SWORN STATEMENT 
ror Y.. of twa fom, a.. AR 199-30; ebpponen( 09mc, IS Offk. of Thm Provo.e Yodml C.n.d. 

oc*lIoN - OATL TIYC FILL NUYeLn 

’ 12 Jun 90 12.00 
.AIT NAYlE..CIRSl NAYC. YIOOLL NAM .SocIAL srcuRlry Nuverl-4.’ GRAOE/STAlUS ., 
,099, John 145-97-0698 E-6/Plat’oon Sst 
IAGAWIZATION 011 ADDRESS 

\ 

Company, 1st Battalion, 59th Infantry, 9th Armored Div.ision . 

I. ,Juss . WANTTOMAKEtH~FOLLOWlNGSTATCMENT UNOEROATb 
. . . . .; . 

he platoon’got back from the range.at about 1700 hrs on 6 June. 1SG FARLOW was 
here’ .to meet us. lie’ told me that we were la& to chow and that I needed to get my 
eop..le ,,fed, ASAP. I had the platoon stack arms and equipment in. the platoon area and 
ove off ,to chow. I to,ld PFC GRAYSON:to watch the, equipment and I would send some- 
ne to relieve him later so that he could eat. He didn’t, like that at all. He threw 
he radio down beside the‘ttack and complained about missing chow. I told him ‘to 
nbck.it ‘o,ff,and went to,chow.. At that time he-should have mounted the radio hack in 
he track instead of leaving i,t outside. 
ack to relieve .GRAYSON. 

‘When PVT CRF.BBS finished eating, I sent him 

hrough the line. 
‘PFC-GRAYSON showed up about ten minutes later and went 

I then told 1SG FARLGW t,hat all of my people had eaten and then 
lent throu,gh’ the .line myself. Winen I got back to the.platoon area, I told everyone to 
,lean <their weapons and pr.epare for the next day’s exercises; PFC GRAYSON showed up 

little .later .and ,I asked. him where he had been. .He said he had been eating. I told 
.im ‘that I thought he was out screwing off’again and that he better. get his weapon 
nd cle.an it. At about 1960, I got a call on the radio to go to a meeting at the 
ompany CP and to send PFC GRAYSON to a meeting with the company comma NCO, SGT 
‘ILSON, at 1930. I told GRAYSON.about the meeting and then left for the CP. During 
he meeting the company X0, 1LT HALL, told me that the platoon’s ‘vehicl..e,s.would refuel 
.t 2200 hrs. I got back to my platoon at about 2100 hrs.and had a short meeting with 
ly squad 1eader.s. I told them that the tracks would leave the platoon area at 2130 
rs to refuel. The meeting ended at,2120 hrs. As’the vehicles began to start, SGT 
LARRINGTON ran up and told me that the driver of B-12, SP4 JOHNSON, had not returned , 
‘ram the 1SG’s XP detail. We were running-a little late so I told PVT EWING to drive: 
1-12 and that I would be his ground guide. The other tracks in the platoon started 
.o move out. EWING got B-12 started and then backed up and ran over the AN/PRC-77 
,adio. At no time did I signal PVT EWING to back up. I believe that if PFC GRAYSON 
lad put the radio in the track’, where it belonged, none of this would have happened. 
~--xxxxxxxxxxxxxxx-~ 
:XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX-END OF STATEMENT-XXXXXXXMWWtXXXXXXXXXX 

CXl4!BlT . . .- INITIALS OF. PERSON YAKINO STATLYtNT 

1 PAGE t 01 l AGCS 3 

ADDlnONAL PAGES h&ST CONt’Aiiv 27lE HEADING “Sl-AThENT OF 
i-HE BOTTOM OFEACH ADDITIONAC’PAGE MUST BEAR I-HE INITIALS 

coNnlivED.” 
O~~r:“D~-E STATEMENT AND 

BE INITIALED AS “PAGE PAGES:’ WHEN ADDlTlONAL PAGES ARE UTILIZED 77iE BACK OF PACE 1 WLL 
BE LINED &JT. AND 77iEdh~NT WILL BE CON%LUDED ON RiE REVERSE s!DE Ok ANOTHER COPY OF THIS FORi 

. j 

,. LL 8.8 Limo. 
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‘: SWdtitj STAiEMtiNT 
For ire of this form, sm. AR 190.30; th proponent-ogoncy is Office of-Tho,Frovost Morshol Conoml. 

OCATION 

Fort Hood,-Texas 
DATE TlYE FILE NUMBER 
11 Jun.90 1030 

AS,T WAYE. FlRq NAYE; MIDDLE HAYE SOCIAL SECURIT,Y NtJMBER. 

Grayson, Mark V;- 
~RADE/STATUS 

497-23-4352 ES/Radioman 
RGANlLATION OR~ADDRESS 

B Company, 1st Battalion, 59th Infantry, 9th.Armored Division 
. 

1. Mark V. Grayson , WANTTOMAKIETHE FOLLOWINGSTATEMENT UNDEROAtH 

I am the'RTO:,in %st Platoon, B Company, 1st Battalion, 59th Infantry. I carried 
the radio'duringthe squad forced march-live fire on 6 June. When we got back to 
the company-area, 'SSG ROSS'told me to watch the platoon's gear and that someone 
would relieve‘me later. I-took off'the radio-and put it 'by the right rear fender 
of the platoon leader's track, 8~12. I put it'there so that I could listen to the. 
radio, watch the equipment, and sit,on the track's lowered ramp. At 1750 PVT CREBBS 
relieved, me and'1 went'to chow., When I returned to the platoon grea, about forty 
minutes later, the platoon was cleaning weapons. I say SSG ROSS.standing next to 
the radio;drinking a cup of coffee, and talking'to SGT CARRINGTON. He told me to 
cl-eanmy weapon. I 'got my'rifle out of.Bil2 and went.over to the rest of the platoon. 
K';few minutes later SSG ROSS came over.and said that I had tq.go to a meeting with 
SGT' WILSON ;~the company comma NCO. I’.theri went to the meeting, and when I .came back' 
the track had run'over the radib.XXXXXXXXXXXXXXXXXXXRXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXiEND OF STATEMENT-XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

., :. 

,: .. 
,. 

,. 
: j' 

_ : : ._ ; 
: ':, 

EXHIBIT INITIALS OF PERSON MAKING STATEMENT 
:2.~,. .-, : PAGL.t OF 2 PAGES 

-, .i L. ADolnoNAL.PJIB~S.MUSTCONTAAIN nrEHE;ADt~G"STATEM~Ni;OF. TAKEN-AT,. SATED'.-. C&li'NUkD.*' 
~E,,B~~~M.~F-.EACB:A'~DII"IONAL PAGE MVSTBEAR~~WINITIALS o~W~EPERS~~~~KING.~~STAT~~ENT-A~N~D 
BE~INIRAfiED.AS.'~pA~~,OF,PAGES. " -wiikNADDITlO~AL.PAGESARE UTILIZED, T~BACKOFPAGE 1 WILL- 
BELINEDOVT;AN~T~~~,STATEMENTWILLBECQNCL~D&DO~ ~~RE~ER~~SIDEb~ANO~RCOPYoFTHtS~~~ ., . . 

/’ ‘-’ S”PE(ISL&; DA CORM PSZS. I JAN SS. WtilCH W’ILL eE USLo. 
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.  ‘*‘i. SWORN STATEMENT 
For us. of this km, smi AR 19030; ttim pmpon.m qpncy is Offlc. of Th. Provow Marshal C.nml. 

LOCATION 0A;TC TIME FILL iUMBER. 

ort Hood, Texas 17 Jun 90 1 0915 
AST WAYE. :FIRst #AYE. YlOOLl wrwfJ SOCIAL SECURITY &lMBER. 

winai BobbvJoe' 
\GRADE/STATW 

- - EE/driver 
UG~NIZATION OR ADDRESS 

., _ ,.^ 

Company, Ist Battal.ion;,59th Infantry;.gth Armored Division- ._ 
.> 

I,. Bobby Ewing .' ,, WAN.T TO MATE THE FOLLOWING-STATEMEtiT UNDER OATH I: 

t 2130 on,G,.;lune ,199OI was just standing aro,und~ the platoon area smoking's 
igarette. .I :saw SGT CARRINGTON,,runlup to SSG ROSS and tell:..him that B-12’s driver 
as still, on...KP. ~~.SSG.ROSS.swore.-and. then ,saw me. , He told me to drive B-12;and 
hat he:would,.be'the. ground- guide<.,:1 got in and started the.track up. As soon as 
t was.running.at operationaltemperature, .I,.raised the ramp..,SSG ROSS was still mad; 
nd the other tracks had.already left. SSG .ROSS signaled me to move back, and I did. 

felt-a sharp bump as I backed up. 
he engine. 

Then SSG ROSS signaled me to stop and cut off 
.I did and climbed out of the track. Then I saw the crushed radio. SSG 

OSS really started cussing then.XXXXXXXX.XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXxXXX 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXX-END OF STATEMENT-XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 

EXNIBIT 
.‘., ,:;I ,> 

/ 3’. 
INITIAL? Olr PERSGiiYAKING STATEYLN‘i 

. _ i.,.. “’ 
1 d’ ,.. PAGE IOF 2 PAGES ./ ,,/ : 

(, . : e. 2.. 
ADblTYONAL PACE~.M,USTCo~TA~N.~E~~ADING"STATEMBiVTOF~~TAKENAl DATED‘:.'CONTINv~D;'* -: 

~EB~TT~MO~FEACHADDITK~ALPAGE&~~STB~AR THEIN:TIALSOFTHE~~RSON~AKING THESTATEMENTAND' 
BEV'itTlALEDAS"PAGE,OF PAi;ESj:".-WHEN A-DpiTlONAL- PAGES ARE'UTILIZED, THE BACK.OFPAGE'f WIL& I' 
BELINEDOUT. AND. TBESTAT~ZNTWILL.BE CON~~LVDEDION ~EREVERSESIDE~OFAN~T~~~~P~~F mIs @R! Y. 

9 

1 ‘3‘ ,uPER,ILDC, DA CORM 201s. 1 JAN 01. WMlC+l WILL 8’ USED. 
--_1 , 

82 



SWORN STATEMENT 
. For Y.. of this bm, . . . AR Iti& * pponont ogmncy im Offl’c. of th. Frovolc Yorshd Gmwml. 

DCATION DATE TINE FILE NUMBER 

ort Hood, Texas 12 Juti 90 1000 
&St NAME. fIRIT NAYCi WIDOLE NAYL SOCIAL SECURITY N~MBEI?. 

rebbs, Raymond,. 
\GRADE/STATUS 

245197884 EZ/rifleman 
RGANIZATION OR ADDRESS 

Company,, 1st Battalion, 59th Infantry, 9th Armored Division 

1. Raymond E. -Crebbs , WANT TO MAKE THE FOLLOWING STATEMENT UNDER OATk 

was standing in the chow line when SSG ROSS came up and started-hassling me. He 
aid'that because I had screwed up on the range, I had to stand guard after I ate. I 
inished eating and went over to the platoon area and told PFC GRAYSON to go eat. I 
atched the platdon's equipment until' the platoon returned. SSG ROSS told me to clean 
y rifle, and I.did. The radio was next to the track when SSG ROSS relieved me. The 
ext time I saw the radio was after it had been smashed by the track.'XXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXX-E)(D OF STATEMENT-XXXXXXXXXXXXXXXXX~XXXXXXXXXXXXXXXXXXXXXX 

/ 

EXHIBIT 
4. 

INITIALS OF CERS~N LEAKING STATEMENT 
2 PAGE 1 Of PAGES 

ADDInONAL PAGES-MUSTCONTAIN m&HEADmn;*'STAT'EMENTOF~ TAKENAT,DATED,CON?fNVED.” 
~EBOTTOM‘OFEACRADDITlONALPAGEMvSTBEAR-mElNITIAtSOFmEPERSON MAKING RlECTAvMENTAND 
BE lNITlALEDAS"PAGE,OF,PAGES: WiEN'ADDITI~A‘LPAGESAREVTILlZED.:.mEBA~KOFP~~E~ WILL 
BEUNED~VT,AND~ESTATEMENTWILLBECO~LVVE~ON ~EREVERSESIDEOF'ANOIHERCOPYOF~I~FOR~~ 

4 A, 
._- 
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DEPARTMENT OF THE ARMY 
REPORT OF SURVEY 

1. DATE PREPARE0 

Foi uu 01 this form. I” AR 735-l 1; the proponent w~.ncY is DCSLOG. 
lb June 1990. 

TYPE OF PROPERTY 4:.ADDRESS OF ACCOUNTASLE OFFICER 

Philip B:, Murphy,,CPT. Commanding,,Co 8, 1st Bn, 59th Infantry 

2. SURVEY NUMBER‘ 

75-90 

7. 8. 9. 10. 
NATIONAL STOCK NUMBER ITEM DESCRIPTION GTY UNIT PRICE TOTAL COST 

,,., 

6650-00-241-8539 Radio AN/PRC-77, SN: -34572 1 ea $957.00 $957.00 

1. DATE AND CIRCUMSTANCES 

In 6 June 1990, the above listed AN/PRC-77 radio was destroyed when an M113A2 driven by 
'VT Bobby Joe Ewing, 354-67-8712, ran over it. At the time of the accident SSG John Ross, 
145-97-0698, was acting as Ewing's ground guide. The 799th Maintenance Battalion 
:onducted a technical inspection of the radio on 8 June 1990. Based on their inspection, 
799t.h;Maintenance Battalion determined that they cannot repair the radio. 

12. 
AFFIDAVIT 

SIGNATURE AND DATE 13. Subscribd and morn to (or oUhwd) 

b.for*rn..t Fort Hood, TX 76511 
I do ool.mniy swear for olllrm) tht (IO fhc beef of 
a) hnowled#e and belief) tha wticln of public 

thlm 10 day of June 1990 
~ropwtv ehown abow l ndiw on l Wchad aha.ta 

TYPE6 NAME, GRADE, AND SSN NAME AND GRADE ItyPe and rim) 

w”. Ion. dastroY.d. dnmagd. or worn ou‘ In tha Philip B. Murphy, CPT, IN 
IIU”IIU stn1.d. whll. In th. publlc WICK. 228-13-4441 Jbe Bagwell, CPT, Adj 
14. DATE ‘16. NAME, GRADE, AND SIGNATURE OF ACCOUNTABLE OFFICER 

10 June L990 Walter W. Smith, CW3, USA 

16. DOCUMENT NUMBER 

WT4Ka5-0121 
17. APPOINTING AUTHORITY 

I hew ~,ec+ad’th~ ovIden& pertaining to thm lost. damag+, OI destrovw9 propwy. l r.d haya detwminui that the foliowIn action is requlrad. 

Cl -’ No furthw Inv&tlon is required 
- 

de&rate unauthorized UI. 
Thara lo no posltlvo wldwwo of nogll~nco I do not suspect wliiful misconduct or 

I hareby forwwb this document to the l PprOvinO wt?orltY ior final action. (Proceed to block 3f) 

b.. q ~he~&su.mstancn surroun+n6 the lost. damqm9 or dostrriction wa&fs further inmtl~tion. (Proceed to block 21.) 

..I2 ” ~.’ ” 
). 

Conduct .n innstl~tion according to AR 16.6. 
I1 to t+ l pprorlng iutfyltv. 

Attach t+ document. . . .n l xhlblt. to tia In+atlon and fokrd 

IS. DATE 19. TYPED.NAME;GRADE. AND TiTLE.OF APPOINTING.AUTH~RI~Y 20. SIGNATURE 

11 June 1990 Leroy J:Weathers, LTC, IN 



22. STATION 

HQ 1st Bn 59th ,Infantry Fort Hood, Texas 76511 10 June 1990 
4. NAME. GRADE OF SURVEYING OFFICER 

i 

5. 
Y&J AFig APPOiNTED SUtiVEYING OFFICER BY ORDER OF: LTC Leroy J. Weathers 

(Typed nome. #rod* of Appoinlin# Aulhority) 

5. FINDINGS AND RECOMMENDATION 

I have l xaminod all wailablo widonc0” &own In l rhiblts __ tow and .I lndlc~tai below hav. p~lo~~llv Invasti9wd the 
urn. and It is my bolid that tha l rticl*ts) liatti hroon and/or l tachd to shnts. total cost $ 

‘_ 

!7. . . ACTUAL LOSS 0. AMOUNT CHARGED 
.- 

C. LOSS TO GOVERNMENT 
RECOMMEND PECUNiARY CHARGE 

29a. TYPED NAME. GRADE OF SURVEYING OFFICER b. SIGNATURE 

IO. I havr exy+d the findinpr l ml wcommendstions of the Surveying Otficw on this report of swvsy and the exhibits 
10 - and a da&m to make l stn.mWat which is attached herRo: 0 do not desire to mako l natwnont. I am awar. 
Of my right to I-al advic* in preparing the statement and, if l pecuniary charw is finally approved, to maks appul and (If on cn. 
lieted monJ my right to rOquwt rmission of Indabtodnas. I l n/am’not; tha rccountabla officw for the lost or dama9od propwtv. 
The P~OPWV was/was not my parronal wm or,aquipmont. 

Il. DATE 32~. TYPE0 NAME, GRACE OF lNDlVlWAL BEING CHAFlGED b. SIGNATURE 

13. RECOMMENDATION BY T4. COMMENTS 
THE APPOINTING 
AUTHORITY 

0 CONCUR 
. 

0 f.jONCONCUR :. 

IS. DATE 36a. TYPED NAME. GRADE & TITLE OF APPOINTING AUTH b. SIGNATURE 

$7. APPROVING AUTHORITY 
n 

.’ . . 0, REJECTED;, lnvnti9atidn is-rqulrad. Appoint . survey office. 0.t. Initials 38. PECUNIARY CHARGE 

b. 0 REJECTED. lnvntirtio: incomplata. Additional information rquird. oat* 

c.0 

Initials - 

APPROVED BY AUTHORITY OF THE SECRETARY OF THE’ARMY. . . ACTUAL LOSS 

b. AMOUNT CHARGE0 

C. ~oS-9 To GOVERNMENT 

39. DATE UJa. TYPE0 NAME. GRAOE & TITLL OF APPROVING AUTH . b.SIGNATURE 

_ .- E ,. 
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Section III 

S,PECIFIC CONSIDERATIONS FOR THE SURVEYING OFFICER 

23. What Do You Consider When You Sun& An Incident? 

As eurveying.officer, you are trying to decide whether a 
pereon’s actions were the prime cause of loss or damage to 
Government property. In this capacity, you must be scrupu- 
lously fair to the person and to the Government.Consider 
the following before you make your decision. 

0 TIie Degree of Care and Resourcefulness Thai 
Can Be Reasonably Expected. Weigh the actions of the 
person involved against those of the average prudent 
person. A prudent.person is one who is cautious, circum- 
spect, and discreet. However, to be fair, you should keep in 
mind the person’s age, experience, and special qualifi- 
cations to do a jcb. The ,following cases help illustrate 
these points. 

0 PVT Henry, a nondriver, was being given driver 
training. His instructor told him to back up a truck. 
With the confusion of a learner, PVT Henry shifted into 
third gear. The truck leaped forward and etruck a tree. 
In this case, you should consider his lack of experience. 

0 Eighteen-year-old PVT Doe was a member of the 
Agressor forces in a practical military exercise. Whi,le 

c 

. . 

* he was trying to avoid being captured by the enemy, he 
found a jeep that was not being used. He jumped in the 
jeep and started to. drive off. LT Hunter, to whom the 
jeep-was issued, shouted at him to come back with his 
jeep. PVT Doe, continuing to flee the enemy in the 
exercise, drove off at great speed. He came to a halt only 
when the jeep became entangled in barbed wire and 

3-1 

86 



FM lo-143 

wae damaged.’ Hia commanding officer and 
platoon leader both testified that he was 
caught up in hi8 Aggreseor role and that he 
was totally intent on accompliehing hi8 
miesion. In thie ca8e, you ehould coneider 
PVT Doe’8 age, lack of experience, and 
limited intellectual ability. You could relieve 
him of responeibility if you felt theee ele 
mente warranted it. 

, 

l The Reeponeibility of the Person 
for the Property (Pereonal or Non-, 
pereor&When a pereon ho@ property 
ljke peredxial arm8, binoculars, or hand- 
tool8 that have been ieeued to him for hi8 
own u8e, he ha8 pereonal respor!aibility. 
Widen hi coriverta property td hi8 owxi u8e 
without permieaion or authority, a8 when 
he eteals a v‘ehicle, a pereon ha8 pereonal 
r-eeponsibility. When a pereon command8 
or eupervisee’ other8 who. u8e property or 
.have cuetody of, property,. he has non- 
wregnal (either command or eupervisory) 
r~eponeibilit~. If there &a6 nonpersonal 
respo@eibility, the followixig element.8 caq 
.affect your decision. ., 

: 0. The nature of the property. 

0 The nature, extent, and complexity of 
the org,anization or activity that wa8 

-.eupervieed. How feaeible wa8 it to,keep 
cloee supervision over the property? You 
should check the factore, that. cbntrib 
uted to the 1~88 or damage. In one.caee, a 
company commander and hi8 elated 
euccessor took a joint inventory jU8t 

. :. before he left. At the last moment, order8 
were chang/ed and the elated eucc,e88or 
went to another unit. A new coinmand- 
ing officer (CO) took command. There 
was no opportunity to take a-joint inven- 
tory at that time. After 2 tiontha, he took. 
iriv&t&y and diecovered ehortagee. 
The former CO and the officer who took 

/II/ 
the first inventory both claimed that no 1 

J 
~, 

ehortagee had been evident. When the 
eurveying officer made hi8 decieion, he 
held that the lapse of time and the man- 
datory physical departure of the old 
commanding officer ,were mitigating 
circumetancee and recommended reliev- 
ing the new CO from reeponaibility. In 
thie ca8e, an approving authority would 
probably not follow the recommenda- 
tion of the surveying officer. The new 
CO ehouldihave taken inventory imme a 
diately, even though he couldn’t take it 
with the old CO. The approving author- 
ity would probably decide to hold him i 
reeponsible for the ehortagee. 

Cl The adequery of the measure8 set up 
for eupervieion of Hubordinate toineure 
protection of the property. 

0 The extent to which supervieion by a 
commander may have been hampered 
by other preesing dutiee or by a lack of 
qualified aseistants. ,,IE_ 

m ThePoeeibillty of Fraud, Collueion, 2.l ~ 
or Willful Mieconduct. If there ie any 
euepicion of fraud, c.ollusion, or other will- 
ful mieconduci incident to a property 1088 
on the part of a military or civilian em- 
ployee of the Army, you muet be eepecially 
careful to make a thorough investigation 
of ,the facts. Fraud is the mierepreeenta- a 
tion of truth to induce another to part with 
eomething of value or to surrender a legal 
fight. It ie aleo a deceitful act with the i 
intent to deprive another of hi8 right8 or to 
cau8e him injury. Collusion ie a eecret 
agreement and cooperation for a fraud- 
ulent or dece’itful purpoee. You ,muet not 
recommend relief,from property reeponei- 
bility or pecuniary liability until the per- 
eona-tie completely cleared of-euepicion of 
these crimes. 

32 
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. ,  __ , . : - ,  .’ _ i .~ :  8 

i .  ’ , ;  * I  “ ,  

“ . .  24. What Evidence PO Yq..Conaideru,For &witiv~‘lterys7 

: f 
Sensitive iLr& must be etaredin special Q Were health and welfare inepectione 

etorage facilities:,Only authorized personnel’ conducted? 
ehould have keye. A lock combination must 
be known only to a minimum number of peo- l What action was taken to recover the 

ple. In dealing with casea on these items, you iteme? 

may haveto ask the:following questions. ’ m Were appropriate noticee published in 

0 What eecurity measures were taken? the daily bulletin? 

0 Were key control procedures adequate? 0 Wae the loss properly reported to the 
Criminal Investigation Division (CID)? 

;f , ‘. ‘, .; 
-  

;  

2.6. Whet E&jence Do $0” &Yc At In Vehicle Cases? 

You ehould ex.amineeeveral catego& of 
evidence when the Report of Survey involves 
a vehicle accident. Consider the following. 

0 Type.df Read. You ehould, if poesible. 
examine., the site :of the accident. You : 
ehould look at.the type of road on which 
the accident; took, place. Ie it macadam; +: ‘. 
asphalt, cob,bleatones, or dirt? 

l We&h&and Viuibility.At the timeof 
the accident, ‘was it Bunny and bright or 
foggy, endwy, or rainy? Did it hsppeu’at- . 
night? How good was the vjhibilitiy at’the 
time? 

‘., 
. . 

0 Speeli. li@v fact was the pereon drive ig 
at the time of the,.accident?, Before the 
accident? .Did.b,e euddeniy speed up? Did 
he obey traffc &gnale and. traffic laws? 

0 Stntd~bmenie. Do you havk cltatitmente 
of the driver of the vehicle beirlg eurveyed, 
of the driver of the other vehicle involved, ,.,; ~. 
and of--witne&e? These are imp&Gnt. 
You will probebly have to interview’ people 

’ 

\ 
88 

yourself to get all the facts. 

0 Accident Report. Ha DA Form 3946 
(Military Police Traffic Accident Report) 
been included in the file? Has an accident 
report of a civilian policeman been in- 
cluded? 

0 Driver’s Qualificatione. Has D-A 
Form 348 (Equipment Operator’s Qualifi- 
cation Record (Except Aircraft)) been in- 
cluded in the file? 

0 Pictures. Have pictures been used to 
ehow damage? If so, hae the damage been 
explained? You may have to take pictures 
yourself or have them taken. Have you 
looked at thevehicleyoureelt? You must do 
that before you release it for repair or turn- 
in. Remember, you must send a release for 
the vehicle to the property hook office as. 
aoon aa potleible. 

l Corrt of Damagea. Ha the actual soet 
of damage been included? If not, have you 
requcated-it or an estimate of the damage? 
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.26. ‘What .Pointr May Be jmportatit’ In WSurvey Involving A Convoy? 

3-4 

‘ 

If you eurvey damage to a vehicle that 
was part of a convoy, you muet consider cer- 
tain points of information. What interval did 
the convoy commander prescribe before de 
parture? What was the interval kept by the 
driver just before or at the time of the acci- 
dent? Did the convoy furnish epecial inetruc- 
tione before crossing the initial point? 

.  

l In one caee a van truck, part of a convoy, 
incurred damage to ib roof while passing 
through a narrow archway. A question 
arose as to whether the driver was negli- 

, gent because he did not check the height of 
the vehicle in relation to that of the arch- 
way’before he drove through. Evidence 
showed, that the convoy commander had 
preecribed a convoy interval of 100 yarde 
for allvehiclee.‘The same convoy interval 

,-. was to be maintained at all halte. 

l The convoy commander stopped hie 
lead vehicle to check whether the larger 
trucks .-would be able to pees under the 

.: 

: 
. . 

archway. At the halt, a 2 l/Zton truck just 
ahead of the reeponddnt’e truck in the con- 
voy stopped 20 yarde on the other side of 
the archw,ay. Could you, the surveying 
officer, hold the driver, of the van truck 
liable for the damage,)0 the roof of his 
truck? Yes. When the’ 2 l/Zton truck 
stopped, the driver of the van truck should 

; r. ., not have attempted to pace through the 
_- archway.‘He should have stopped about 80 

‘, yards back of the archway becauee the 
. . ‘,,. prescribed convoy interval wae 100 yarde, 

even at halts. He was negligent in that he 
.I _. did not follow the inetructione of the con- 

1 ‘. voy commander to maintain a MO-yard 
convoy interval’ at all times, including 
halts. 
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27.. What Evidence Do You Look At 1n.A Survey For..A Loss Of 
. . Communication8 Wire? 

Relative percentage of lou. 

’ In a eurvey involving the loes of communica- 
Gone wire, you should look carefully at the MC&.& 
cation Table of Organization and Equipment 
(MTOE) allowance of wire and the. length of wire 
laid. The Fond piece of informa& ie important 
becauee you must consider the relative percentage 
of Idea. If 100 miles bf witi were laid and just 300 
feet were lo&, no negligence niay be ‘involved. 
However,,if 20 milea were extepded and 18 milea of 
the wire were lost, then it seems obvious that negli- 
gence or &en theft was invo+d unleee further 
evidence ehowe fully why the loss occurred. You 
should also check to find out whether precautionary 
mea8ure.s were set up ta safeguard the wire. 

28. What Points Do You Check For Lo&es That Show Up On An Inventory? 

\_ You muet consider the circumstancea and 
facta that are special in each case ydu survey. 
When you survey the lose of itema that have 

. . ehown’up -on an inventory, $0~ ehould look at 
6ome question6 that involve-.accounting, proce- 
duree and- also the procedures used in the 
inventory. 

l Were the property accounts maintained ao 
cording to the procedures ixi AR:710-2? 
m Were proper hand receipt procedures used? 
Were individuals required toiproperly receipt for 
ieeued items? 

,/- - 

n Did the u8er have a eecure storage area? 
N Was adequate eupervieion maintained over 
the unit eupply room? 
H If proper procedures were not followed, did 
the eupply dfficer take measures to correct the 
rituation? What steps did he take? 
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29.. What Standard8 Do You Use To~Rule That Negligeni;e Or Misconduct 

I 

la Involved? ~ .‘: 
_’ 

To. r&xynend pecuniaij iiability, you 
do not haye tdfeel certain beyond theehadow 
of a +$I+ that negligence or &&o,tiduct 
occutied. Howe&, IOU e&$d tie1 that mo& 
of-the Biridence euppdrte your $e&ioli. you 
ctich+ge.t~e p&eon for lo&!, of the.@roperty’ 

0 A eoldier drove a vehicle at speed 
exceeeive for road and weather con- 
ditione. 

Cl A man leaned hie weapon against the 
open r&tip of an armored pereonnel car- 

i’f #iti f&e1 l&i@ negligence- or misconduct ‘wae ri&. Someone closed the ramp, and the u 

the proximate cauee of loee. To hake’ euch,a weapon wae damaged. 

d&rmination ybu must under&id. epecifi- 0 A driver \wae carrying a large air 
cal!y ;what ie ‘meant. by’ the terb “negli- compreeeor in hie truck. He failed to * 
gence” an‘d “willful miecdndu&:” : check the laehinge before leaving. Aa he 

. 
e Negli.g.ence.. Negligence- ie .a’n. act or 

rounded a cu’rve, the item elid off the 
‘iruck.and was damaged. 

omieeion that a reasonable, prudent per- 
@on would not coinmit-under similar cir- 

‘0 Another driver backed up a vehicle 
but failed to uee a “ground guide” to 

.dume+nce& A reaeonible man ia- not per- 
@t-and: may well not.do .wbat.you Gould. 

cleti his exit. The vehicle wa& damaged. 
i 

.I-.f a-p&e@. being.iniestig$edU.happene to 
h’atean.I’Q of 140, thequeetibti ie not what 

B Willful Mi,econduct. Willful miacon- 

the -reasonaBle man’ with -&i IQ of 140 
duct ie an intentionally wrongful or nnr/ 

\ woLld he;ve.done but_rt$her what the r,ea- 
dtiwf~l act. It is either a willful act or a ~ 

@iable m,an with a normalI:Q would have 
willful failure to do something that ie ~~ 

d6fi.e: ‘YOU ehould juqge him .ti: a-man of 
required by law; regulation, or prudence. 3 

normal intelligence, per&ption;and mem- 
Misadpropriation and theft both fall under 

ory. Thie ie.a, minimum etaqdard oi,con- 
thie category., The mitiappropriation with 

duct teai. If the pereon involved poeeeeeee 
which you will be concerned ie the uee of a 

epecific Irnowledge:.qr ekillp+ e.~:, if he. ie a 
Government vehicle or other Government 

pi; &iU, &;i ihe’-&t ivd,~ld.&o&paye property for unauthorized pereonal use. 

him td the rt$sonabie tank driver with a 
i‘h& ie eelf:explanatory. . 

nc+lIQ uiidertCmilarcircumiiayxsIn m Difference,Between Offenses. What 
each bf-the follow!ng ,caeee, a’ieaeonable, ie the difference between negligence and 

.pru&nt pereon uiith a norGal’ ‘IQ could willful misconduct? To find negligence yqu ” 
forkee: th& .a] fir.oblem could’ reitilt from 
hie action. tihen he &d ndt e+&iae the 

: do not have to find etidence of intent, but 
for willful mieconduti, you do have to find 

ca.re.rtiuired by th&ircumetancie, he wae evidence of intent. That ie, it must be a 
neglige.nt; .: deliberate act. . 



30. Whet Is Proximate Cause? 
How dqer Proximate Ceuv Afkct lndividuel Liability? 

A determination that a-person ie negli- 
gent or hae committed an act of willful mia- 
conduct ie ,not @ficient cause to hold him 
pecuniarily liable; the evidence muet indicate 
that the misconduct, or negligence’ wa8 the 
pro+at,~ c&e of the loee, damage, or de 

, etruction. What ie .“proximate” cauee? The 
term-is def+ed,in paragraph l.-6aeof AR 735 
11 aa the,cauee that, in a natural and contin- L uoue-eequence, t&w@zen by tin&g came, 
produce8 the 108s or damage, ‘and without 
which the.1088 or damage would not have 

yr occur&i. Stated more &mply,~’ propitiate 
, cause mean8 the immediate or direct cause. 

: 
8. Exampi& of P&imate’Cause. Per- 
hape it would be better to explain the term 
by giving, a,few example& ‘.- _ . . 

,. , 
0 A truckdriver drove a truck at an 
.exceeaive.epeed beyo,nd the posted speed 
limit. Hehit the rear of avehicle in front 
of him. In thie case the proximate cause 
of the accident wae clearly-the driver’s 
exceeeivd&eed. The accident would not 
have happened.if, he had. not been driv- 
ing too fast. Suppose the.other vehicle . ..’ 
wa8 coming. the wrong way on’ a one 
way &red. ‘You could hold both drivers 
pecuniarily liable, if you feel they con- 

* Mb&d, equallv to the accident. You 
could reason thire wae conCurrent neg 
ligence. That arieee when the accident ie 
caueed’by concurrent wrongful acts of A two- or more ‘pere,ons acting independ- 
ently. 

0 In another case driver A drove at the 
, p&&l e&id limit. Driver B.came out of 

a side, etreet that ,did not. give him the 
right of way and hit Ale.vehicle.-In thie 
case the proximate caurie wae thenegli- 
gence of driver B. 

0 Judgmeqf ae a Factor. common eense . 
and goodjtidgmqnt should always be used, 
in determining proximate catike. Although 
the speed limit in a particular place may be 

.30 milea an, hour, a.pereon cannot &ways 
drive. at that ipeed in that pit& without 
fear of negligence. ‘The,street at a pa&u- 
lar time- may be 180 crowded or so icy that 
oven. 20 miles an hour la a &lcleee and 

j exc&tiive rate of epeed. ’ .: ,. 
m Retignition; of’ Proximate Cause. 
-6ometimee yquthave to look long and hard 
at the. facta At times what appe&to be 

., the proximate cause may not be. .’ 
b SGT Jonee wae on perm&nentduty a8 
Sergeant of the Guard. Becauee of a 
ehortage of experienced drivers, the 
guard vehicle.,waa aeeigned directly to 
-him; and.&was told to drive the vehicle 
himself.‘-‘However, SGT Jones allowed 
the privatee of the guard to act a~ their 
own d&era when going to and Born 
their guard poets. One of the private8 
was involved’in an accident. -Inveetiga- 
tion ehowedthat the private was opera& 
ing the vehicle in a eafe and careful 
manner, at ,the time of the. accident. 
However,.icy road condition8 and @now- 

!  
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I  
(i :  

filted tire rut8 caueed the vehicle to turn : ‘, over.,The eurv‘eying bfficer’held the Ser- 
-. geantdfthe Gtiard’liable‘for thezeaeon 

that only hewae authorized to drive the 
f guard vehidle, although he etated in hi8 

.( finding8 that xio negligen’ce exieted on _ . ..L 
I the pait’of the’driver. Sin& the acddent 

:“-“wie not caused by negligence on the 
part of the driver Bnd.eince he ~a8 an 
experienced, licensed driver, it must be 
aeiumed that, under the same given set 
of ciicumetanc~e, the accident would 
havi bccurred no matter who was, driv- 

’ ing. Therefore, the-proximate cause of 
the accident was not SGT Jonee’ negli- 

: ‘gense in permitting an .unauthorixed 
..; driver. to u8e the vehicle,.bpt the.exieting . . 
,, ; road coqditione. SGT Jones’ negligence -:. 

.%‘pe&iiiting the drivatee of the guard 
$0 take the vehidle to. their guard poet 
Jnight hive left him open. to adminietra- 

.’ ‘\ I. tiv:e reprimand. The Repbrt of Survey, 
; ho:rvever, would not be .the proper in- 

etrunient to-uee in this c&. Hi8 com- 
man~dq .cO;uld give him .an oral rep+ 
-n)and, a formal letier of reprimand, or a- 

.; ,- notation on .hie enlitited evaluation 
\ .‘j report (EER). He could aleo .diecipline 

,hiin through an Ai-ticle 15 or a court- 
: . m&al: j’ 

.C. In another ca6e,-driver % operated a 
vehicle at a speed higher than the posted 
6peed.!imit. He hit vehicle driven by Y in 

,- frint of’him and damaged the front end 
of hi8 own vehicl’e. The driver of a third 
vehicle (2) was called to tow driver %‘e 

3-8 - ., 

vehicle. Driver 2 improperly hooked up 
the tswing equipment and caused dam- 
age to the rear bumper of the vehicle. In 
thie ca6e, X,wae held liable forthe dam- 
age to the front end of the vehicle. He 
wae not h&ld liable for the damage to the 
rear bumper because hie. negligence 
(speeding) tiae not the proximate cauee 
of the dadage to the rear. Driver Z’e acte 
amounted to +n “intervening cau8e.” 
An intervening cau8e L a new and inde 
pendent force that break8 the caueal 
connection between the original wrong 
doing and the injury. ..It become8 the 
direct and imme,diate cau8e iteelf. 
Driver Z’i act of negligently hooking up 
broke into the ordinary couree of evente. 
Driver 2’8 negligence was eufficient it- 
eelf to’cauee damage to the rear. The 
origina! e’peeding-had nothing directly 
to do with that damage. A8 a general / 
rule, if the reeult of the negligence was cl 
not one which might have been reaeon- 
ably foreseen, then the negligence wa8 
not the proxjmate cauee of the result. In 
the above example, it wa8 reaeonably 
forseeable that speeding could cau8e an 
accident. It wa8 not reasonably foresee 
able that a tow truck would further - 
damage the vehicle if an accident did 
occur. In thie caee, you ebould hold 
driver X liable for the damage to. the .+ 
front of the vehicle and driver 2 liable 
for thedamage to therear bumper. Each 
of the driver8 could reaeonably have 
foreeeen the poeeible damage to thevehi- 
cle a8 the reeult of hi8 action. 
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31. When 06 You Find A Person Pecuni& Liable? 

- 

P&&y liability ie the indibtedheee of ‘0 
a person qr c&$oration to the US G&&n- 

You can find a pereon pecuniarily liable 

ment for property thht wa8 Iti+, dazqagqd, o.r 
if he’has personal or non+reonal reepon- 

deetroied aa a rtiult of the fault qr.peglieence 
of the person &r-‘ corporation. The ” liability 

aibiliti for any lqee he caueed by hia willful 
miaconduqt or negligence. 

reeulte-when’th‘e person or corporatiqn’e neg- 
ligencq pr l‘wijjfu! mieco’nduct (including l You can charge eomeone for a lose of 
wroqgfirl*’ appropriation) ie the. proximate ’ -’ 
cause oi the’ !?I& or deetruction of Govem- 

prdp&ty even th8ugh the property was not 
in hie personal ~poeeeeeion or under hie 

ment prqpejy. -. supervisory contiol. 

. 
32. Whet Be$c Methods Do Yqu Use When You Compute~A Pecuniary Charge? 

The baeic prtimiee on which $0~ should l If the i&ia cannot be repaired becauee it 
compute-the,rpecuniary charges ie that the ie too badly. damaged, have ct- technical 
charge e+ld represent the actual lose. to.the : inepectqr determine the value before the 
Government.-Actual loee to the Government damage and the fair market value of the 
ia the difference between the v&e of the item after the damage. Include ealvage 
property -imm&ately before its -1088, dam- credit when it ie appropriate. 
age, or destruction and ita value,immediately. ‘. 
after. AR 73511 e&ablieh& four means of l If the item ielnot repairable and the 
arriving at the actual lose to the Government technical inepection ie impoeaible (when 
and the amount to be charged. Thy must be 
coneidered in requence. If the first method 
cannot be ueedi then the eecond must be used; 
if not the secorid, then the third; and so on. ,, .- 

an item ie lost or completely destroyed aa 
in a fire), apply the appropriate deprecia- 
tion formula to determineproperty value 
on, the bariie of normal life expectancy ae 

I l If the item ie repairable, then you ehould 
detscribed in Army publications. 

base the charge on the actual coat of 
repairs. 

.rn Deduct standard rebuild cost from the 
cost price of the item. 
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33. How Do You Cqmp& The Actugl Cobt,Qf kepeirs? .(. ‘, 
, 

. . . . .,: ‘.. ,- 1’ * ‘. .a ._ 

If an item can be repaired, you baee the chargee o,n the coet of repair8 
,. ,. tiinue certain.allbwancie. Remembei, t&e’regulatio@require that you use . 

,.“.,.? the a&tu’al coat o‘i rep&.’ Have the technical, peqple make an’ itemized 
’ c&ulatiori qf anticipated coete if they can’t give you the actual costs in time 
foil the Repoti of Shivei. In no case can you delay th@S becauee you don’t 
have the actual coet of repairs bui process the RS Ori the basic, of an 
estimated coat of repair@. Show on the I@ or ofi an exhibit-the reason that 
y@‘ueeci thiri method of *,mputing the’ch&rge,@ well-a& the baeie on which _. 
‘the technic&’ p&+X figured the coet. ‘The approving. authority can take 
filial action in block,, 37 op this baeis. I-2 takee the action with the clear 
underetandingof all part& that the actual charge can be recomputed when 
the actual coet ie received. 

0 When you compute the actual coet of repairs, you charge for the follow- 
ing expeneefa. 

0 Direct materials. If a fender wae damaged, you charge for thecoet 
I,-,. ,of the new fender. - _. .: 

., : 0 Dire& lab&:Charge for ihe actual rate paid’fcr civilian labor. If 
: _I ,‘i ,_, ‘,. eoldier or:prieoner-of-w,ar labor ie ueed;-charge.for that cost by using 

‘. the inetallation proce$ree eet up according to AR 37-108. : I ‘.I. . . 
y. .‘:. 0, Overhead cot&. Use the amdint,ae computed by using authorized -iz h&eoet adcduriting’syeteme at’s Governmint iepai? activity. Don’t 

-> L. / ‘- ,f;include‘ Btatidtical coete unleee the inetallatiooli ,ie financed by. the 
::. ,. Army Induet+l Fund; (Then follOti direction8 in AR 37-l 10;) 

Cl Traneportation costs. Char&.e for the co&of ehipping:an&m to 
.,’ the repair install&m and retu&ng it. : 

: : , _. : ._ ., > 
.~1 : :I: -Remember! that y,ou should allow for things that affect the actual lose 

: 2. -5.: to the Government. 
.i : .! ;. -,- 

, “.. .: 0 Allowa@& fo+&eaee in value. If exteneiye repairs enhance 
the valve eo that the item ie worth-dore than it &ae before the repair, 

., 
._, .I: 

you muet make an allowance for the increase in value.. 

0 &edit for e&p vilue. You can give credit for the ecrap value of 
parts that can’t be ieueed. Do not allow the full lirtpriceof the part. 
Allow ealvagecredit for the ueable or ealablevalue of metal ae waste or 
scrap. (Under DOD.4160.21-M and AR 72550 such property must be 
mutilated and turned in to the property diepoeal officer.) 

3-10 
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34. When And How Do VoulJm A Technical Inspection? 

ii&en you are computing charges on an 0 Decision on Fair Value of Item. If 
item that cannot be repaired, you need to the fair market value seeme to be unfair to 
etart the .,computatione on the baaie of the 
value juet before the item was damaged. Try 

the Government or to the person charged, 
that value should not be ueed. For in- 

to: have the technical inepection made as etance, if the eoet price of a pair of binocu- 
coon aa you can, after you are appointed SUP lare was $97, and they are now being sold 
veying officer. (In some c-e6 .one echelon 
will c1aeeffy.a vehicle.or other item as repair- 

an the open market for $175, you could not 
uee the price of $175. In Borne c-es, a 

able and t.he next higher echelon (where the determination of fair market value ie 
jtem would be repaired) will determine that impoesible. For example, there ie no com- 
the item cannot be economically repaired. At mercial market for mLeilea whateoever. 
such a late~date it ie almoet impoeeible to 
obtain a technical inqpection for the Report 0 Explanation by Technical Inepeo- 
of Survey.) ; tor. If the fair market value ie not to be 

ueed, the technical inepector muet furnish 
0 Difiniiion of Technical Inspection. an explanation. For example, he muet 
What ia a technical inspection? The ter”m is : &ate that there ie no existing market for 
somewhat deceptive. Under AR 735-l 1, it missiles or that binoculara are being cold 

-ie more-than a limited inspection to in the local market at pricee higher than 
determine the extent of damage .and to the cost of the acquisition of the item by the 
&ablieh whether theitem ie repairable. It, Army. 
aleo involve8 an. appraieal to determine U .Proceduree for Vehicle Caeee. Vehi- 
the value of the item juet bejo.re it was 
damaged or deetroyed. It may cover an 

,cle caees make up the major portion of all 

expl&iation of why fair mark.et value doee 
Reporta of Survey and provide the biggecst 

not exist in a specific ca8e. 
problem area in the computation of pecun- 
iary charges. Since the market for com- 
m&cial vehicles is in many inetancee 

0 Need for Technical Expert. For a. inflated, and since there ie no market for 
technical inspector (sometime8 called a j. many tactical-tyde vehicle& the technical 
claeeification officer), you need a person inepector must rely to a far greater extent 
with a thorough knowledgeoftheitem and on’ his judgment of values. To help him 
its uae8, mechanisms, and functions and 
with broad experience in dealing with the 

arrive at a fair determination, the Army 

type of item. In most caeee, thie 
developed specia! procedurea foi uw in 

person vehicle caaea. The technical inepcctor 
will be a.representative of the mainte- decides the general value of the vehicle 
nance sujport for the installation dr before the damage, taking into considera- 
activity. He will have to determine the pri- 
tee of the same or similar itema’eold in.the 

tion the age o.f the vehicle. He uaee the 

commercial markete at or ab&t the time of 
directions in appendix H, AR 73511. When 
a &hnical ,form, euch aa DA Form 461-S 

the lose. With hie experience he can usu- 
ally arrive at the ftiir market value 6f the 

(‘Vehicle Classification Inspection) ie pro 
vided, use it for your tiork and attach it aa 

item at the time of the loee. an exhibit. I 

3-11 
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36. When And How Do You Uee Depreciation For Computing Charges 
For An Item? 

You should ‘apply ,the depreciation to the 
acquisition coet of the item and do so only 
when the item tias lese than neti at the time 
of lose. Consider an item new if it was rebuilt 
recently. You may use table 11-2 in AR 27-20, 
Claims, as a guide to help you figure out the 
amount. The table is a guide to be used when 
claims are made against the US Govern- 
nient. However, i: can be very useful to you 
when you are figuring the charges. Deprecia- 
tion allowances found in AR 735-11 are 
shown in table3. if any conflict arises as you 
use the two tablee, remember that the limite 
in AR .73&l 1 take precedence for your work. 

7 
~ 

Sometimes. property is not repairable, 
and technical inspection is jnipoasible be- 
cause the item is lost or completely destroyed 
tie in a fire. In such cases, apply an appro- 
piiate depreciation formula td gel the value, 
on the basis of normal life.expectancy. 

Fo! example, you must cgmpute the 
value of an item that was lost or destroyed. 
Technical-inspection is impossible since the 
item is not available. You wish to b’e fair to 
the person involved so that you charge him 
only on the basis of the actual value at the 
time of loss. Make an allowance fdr deprecia- 
tio’n depending on’the age and type of item. 

Table 3. ALLOWANCES FOR DEPRECIATION 

fw of lt*m _ _ ,,. Allowrncr 

ltras of PJrirhJblr YJtiriJi 2% 

Wtiportrtd HJndtools ‘. 10x 

&rook tquipmrnt Jnd OtticJ 
furniturr 

Romorlc8 

Itomiof iorthrr. irnvrs. plJstic. 01 
ivbbir 8rJ included. 

. Ih,r is.J strndard deducllon 

Ytrrs of, smicc known z 

loan of stnicc not knowi 

&lZJtlO”Jl Clolhmg 1”: il i& 
vidurl tqulpmtnt 

5% per ytrr up to 50% 

Strndrrd 25% 

10% Yhls Jrcludcs ptrsonrl clothing. 

thwil Purgorr Vthictoi App H. AR 735-I 1 

frrdy, Qurttcrr furniture AR 210-6. irblr I- I Yrbl; #iVJs IifC JlpJCtJnCy In tiOPtCJl 
Jnd nontr6picrl C~UIIJ~JS. 

‘. 
Ot)m PlopMY--knio Yqrrs Known 5% PM y@Jl Up, t0 75% 

i 
Othtl Proptrty--s;i,lcc Years Nol 2sx 
Kncm, ‘-: 
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TIPS ON RECOMMENDATIONS 

l State the full name, rank, and social security number of the person 
or persons against whom-you recommend a charge and the amount 
of the charge. 

l Indicate how the unserviceable property should be disposed of. 

l Be sure your recommendations are just and follow logically from 
thr facts in the evideirce and findings. 

l if you find two or more persons liable. and if their liability is joint 
and several, compute the charges in proportion to the basic pay of 

. the indivjduals. (See question 40.) .,n 

l You may hold a person liable and yet charge him “zero” in some 
cases. Several reports may be rquired for property lost in one 
incident, like a fire. The person can be charged only 1 month’s pay 
per incident. and thus you can charge that amount on one RS and 
zero on the others. 

l If you recommend a charge against-,a civilian..he has to”give his 
written consent tohave it takenout of.his currenfp.ay. If he refuses; 

J the Government has to writ to collect from his final pay or the Civil 
Service Retirement fund underAR.37 105. 

. 

u Don’t include mere unsubstantiated opinions. 

l D.on’t use sterotyped phrases like “lost or damaged in manner 
stated.” 

l State in your own words just how the loss occurred on the basis of 
evidence you found in your investigation. 

l Show that the evidence supports your findings by referring to the 
exhibits as you go along. 

l Yake,your findings complete enough so that reviewers can see the 
responsibility in the case without sending the report back to you for 
more information. 

l If you recommend pecuniary charges, show how you computed 
them in block 27. 

l State in your findings how any item was disposed of, and attach a 
copy of the turn-in document as an exhibit. 
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AR 672-5-1 , Military &ards,,will be replaced by AR 6!J@-8-22, the 
Army Awards System, to be publi'shed in FY 91 or early FY 92. The 
new regulat.ion will iontain.simpli.fied.recommendation procedures 
for meritorious achievement 'or servi‘ke awards of the Meritorious 
Service Medal- and,below. These.'procedures, w,hic!h require the. use 
of a new"formi, ?A Form 638-1, are currently published as AR 

A 672-5-1, Interim Change; No. IBi I 
,.. ,. * 

. . 

._ 



T-HE RECoMMENDATrON FOR'-AWARD 

&l??&nition for acts of valor and exceptional service or achievement. 
The U.S. Army .awards program provides, tangible evidence and 

2. USES. 

a. The awards program creates an incentive toward ,greater effort and 
accomplishment . Individual decorations and awards are a most effective means 
of fostering high morale, incentive, and esprit de corps. Whether in peace or 
war, we use orders ,to announce the award-of decorations. Anyone-officer , 
enlisted, or civilian--who has personal knowledge of an act, achievement, or 
service may. r.ecmend the, award ,of a., decoration. 

b. Use AR 672-S-l to determine criteria for the award. The awards in 
ascending order are: 

&Narrative Should Begin 

.Certificate of Achievement Optional 

DA Certificate of Achievement Optional 

Army: Achievement Medal For outstanding service as... 

Army Corrmendation Medal For distinguished service as... 

Meritorious Service Medal For exceptional meritorious service... 

Legion of Merit For exceptional meritorious service... 

3. GUIDELINES. Recommendations for awards are in tm parts. 

a. Proposed Citation (typed on DA Form 638) . 

(1). The citation is a condensed account of ,the soldier’s superior 
performance. It should be no more than 150 words. 

(2) It tells: 

(a) The period of time the award covers. 

(b) The job(s) the soldier performed during this period. 

(c) The major accomplishments during this period. 

(d) The positive results these accomplishments had. 

(3) It ultimately appears on the award certificate given to the 
soldier. 
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b. ~,-N~rrative.DeS~~i:~~ion of Se,rvice (typedon an attached sheet of plain 
paper). 

-. (1) The narrative or -justification helps to convince the ‘Awards , ‘~ 
Board that the soldier deserves the award. The key is specificity. I IN 

J 
(a) It shouldn’t describe typical duties but service “above and 

beyond the tail of duty.‘@ It should answer the quest ion : Exactly why should 
the, nominee-receive the recommended award?., T -’ 

:, 
(b) It explains how the soldier accomplished .the -major 

achievements. 
.‘ ~, 

(c) It describes.specificaily what resulted from the soldier’s 
achievements. 

’ 3 
(2) The narrative should be one long paragraph and a minimum .of 250 

words, typed in all.capital, letters. Do not ntier sentences. 
_, 3 

(3) In order to write the narrative, you will need: / 
(a) Information about a service, member’s meritorious 

achievement or service or act of heroism; ; 

(b) CA .Form’638, Recomnendation,‘for Award. 

(c) The soldier’s personal data. ‘. 

: : (d), AR 672-5-1. . ;. 

4. REFERENdS., !‘.. ,: 

a. AR 672-5-i. \ 

b. USAARMC Suppl 1 to AR 672’5-1. 

. 
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RECOMMENOATION FOR AWARD‘ 
. 

MERITORIOUS ACHIEVE.UENT 
For uIm Of this form. mm AR 672-6-l; Cho proponent .sgmcy i8 MILPERCEN. 0 “ERO’SM 0 OR SERVICE 

O:(lnclude ZIP code) 
Commander 

FROM: (Include ZIP code), 
Commander 

11th :Armored Cavalry Regiment 1st Squadron, 11th Armored Cavalry Regimen1 
RPO New York 09146 APO New York 09146 

I. LAST NAME-FIRST NAMEMIDDLE NAME 

DOE, Richard-David 

PART I. PERSONAL DATA 
2. SSN 3.GRAOE 4. BRANCH/PMOS(E.il!-- 

983-04-8239 ,I E6-p9F 
i. ORGANlZATI‘ON AND STATION 

C Troop, 1st Squadron, 11th Armored Cavalry Regiment, APO New York 09146 
i. RECOMMENDED AWARD.(lnclude Oak Leaf Clusters) 7. PkTHUMOUS AWARD: 0 YES &NO 

firmy Commendation Medal 0. DATE AN0 PLACE OF DEATH 

I. DESIRED DATE OF PRESENTATION 

19 June 1989 b. NAME, RELATIONSHIP AN0 ADDRESS OF NOK 

). WAS INTERIM AWARD MADE? 0 YES IfiN0 

&WARD: 

PART II - RECOMMENDATION FOR AWARD FDA ACHIEVEMENT OR SERVICE 
IO. INCLUSIVE DATES FOR WHICH RECOMMENDED 11. INCLUSIVE DATES OF ASSIGNMENT TO UNIT SHOWN.IN 

24 Feb 87 - 12 Mar'89 / lTf# y&AjffLAw f&f+'@ DAp&yire, PCS, etc.1 
I?. ALL PREVIOUS AWARDS TO INDIVIDUAL (Do not include interim award) 

AAM 
PART III - RECOMMENDATION FOR AWARD FOR HEROISM 

13. INCLUDE THE FOLLOWING INFORMATION ABOUT EYEWjTNESSES ON A SEPARATE SHEET OF 8 x 10K” BONO PAPER: s. FUII 
tsm, b. SSN, c. Grade, d. Unit. STATE REASONS IF EYEWITNESS STATEMENTS ARE NOT ATTACHED. 

14. 

t. LOCATION. 
CONDITIONS UNDER WHICH ACT WAS PERFORMED 

lb. TIME ic. DATE 

f. UNIT MORALE, CASUALTIES. AND MISSIOI(( DURING TiME AND DATE(S) OF-ACT(S) 

PART IV -PROPOSED CITATION 

16. OESCRIEE THE INDIVIDUAL’S PERFORMANCE IN THE SPACE PROVIDED BELOW. DO NOT USE A CONTINUATION SHEETEXCEPT 
FOR HEROISM AWARDS AND AWARD OF THE DISTINGVISHED SERVICE MEDAL. 
:OR DISTINGUISHED SERVICE.AS TANK COMMANDER, C TROOP, 1ST SQUADRON; 11T)I ARMORED CAVALRY, 

:R@l 24 FEBRUARY 1967 TO 12 HARCCI 1989. STAFF SERGEANT DOE'S EXEMPLARY INSTRUCTOR 

iKILLS AND MAINTENANCE STANDARDS HAVE CONTRIGUTED TO 1ST SQUADRON'S MANY ACHIEVECIENTS. 

IIS INSTRUCTION HAS ALLOWED HIS PLATOON TO CONSISTENTLY SCORE AMONG THE SQUADRON'S 

IIGHEST IN SQT AND LEVEL I .GUNNERY. IN FACT, DURING SERGEANT DOE'S TWO YEARS HERE, 

: TROOP HAS SCORED HIGHEST IN THE SQUADRON IN SQT. HIS EXCEPTIONAL MAINTENANCE STANDARDS 

LESULTED 1.N HIS TANK RECEIVING A COMMENDABLE RATING, ONE OF THREE IN THE SQUADRON, 

1URING THE 1988 POST AGI. STAFF SERGEANT DOE'S PERFORMANCE OF DUTY REFLECTS DISTINCT 

:REDIT UPON HI&ELF, THE NONCOMMISSIONED OFFICER CORPS, AND THE UNITED STATES ARMY. 

. LIST ATTACHMENTS (authorized for heroism and DSM awards 
only). See Chapter 2. AR 672-5-l for proparstion. 

1. Narrative 
2. PM0 Check 

16 

PART V - OTHER‘INSTRUCTIONS AND AUTHENTlCA7lDN 
_- ---- 

117. RELATED POSITION OF PERS3N INITIATING RECOMMENDA- 
-‘-*’ -_ “‘““‘)N BEING RECOMMENDED 

eader 

19. IF APPROVED. FORWARD AWARD TO: 

‘= -‘=-3E. BR-ANCH AND TITLE OF PERSON 
4OATtON - _ -- 

HARRY BENSON, 1L I, Armor, Platoon Leader 

Sl 
11th Armored Cavalry Regiment 

20. SIGNATURE 21. DATE 

DA 1 AUG FORM 73 638 EOITION OF 1 JUN 69 IS OBSOLETE. 



(1) Fbr distinguished service as tank- commander, Charlie Troop, lst,Squadron, 
Yxm 

11th Armored ‘Cavalry Regiment, from 24 February 1987 to 12 March 1989. (2) !> 
J 

1~~ ’ 

During ., SSG, Doe’s assignmenti his initiative, instructor skills, and 

maintenance standards have contributed substantially to the successes this 

unit enjoyed. (3) During maneuver exercises, he consistently demonstrated a 

high degree of initiative, (4) as when he took charge :of the remnants, of an 

iSolat@ portion of the troop and. led them back to safety during a covering c 
force operation, harassing the enemy. from behind the entire way. (5) He 

displayed his initiative .again .when, during a critical counterattack, severe 3 

enemy jarsning had reduced radio communication to nearly useless. He set up an 

interim radio relay system .‘between vehicles in each platoon that could still 

cmunicate. (6) The result &as the troop was able to mrk through the januning 

and carry the counterattack on to-a successful conclusion. (7) He -also proved 

to be a very capable instructor. (8) He taught several classes to the other 

._ noncoqissioned officers in the troop on basic noncommissioned officer skills, 

c-n; .and MO!+related skills; and he awas so well versed in turret and fire 
.: 

control equipment and procedures that he also acted as the troop master gunner 

until 1, the appointed. master. gunner returned from the Advanced Roncommissioned ._’ 
Officer Course ‘several months later. (9) As a result of his instruction,. his 

platoon’ scored second highest in the squadron on the 19E SQT in 1987 and 

highest. in’the squadron in I988 and 1989’. Also, the troop scored highest. in 

the squadron the two ‘years he “was there. In addition,‘during Level I Gunnery; 

his platoon scored second highest in the squadron in 1987 and highest in the 

squadron.. in 1988 and 1989. I. (10) His- standards of maintenance were /always 

il 
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(ij I ’ ‘This opening sentence .meets the suggested format for.’ a. ‘narrative. 
Note that all pertinent information is in this first sentence. 

:. 1. 
(2) This ‘sentence is an example of a bottom line describing Sergeant 

Doe’s major contributions as a Tank Commander in -the I order they will be 
discussed and supported .with specific facts which follow. Also notice the 
clarity of-:;.‘!,;.; .contributed substantially.. .‘I ~.in&ead: of .j.‘the lengthy; :wordy 
phrase “The successes the unit enjoys are the results of. ..“. Note the rrof’r 
in the wordy,. form. . 

(3) Here’s an example of the use of a duty performance description and a 
general characteristic or trait, where we consider Staff Sergeant Doe’s 
initiative; and highlight it through the’use of a transitional/nelping phrase. 

m Note the active voice. “. . .he.. .demonstrated.. .initiative.. .” instead of a 
passive n . ..initiative was demonstrated by-him on numerous occasions.” Note 
the “by” in the passive construction. 

w .’ 
(4) Notice that we supported the preceding comment on Staff Sergeant 

Doe’s high degree .of initiative at once. Note the -active action words, “took 
charge, led, and harassing.” 

(5) Here’s a come& on Staff Sergeant Doe’s resourcefulness in addition 
to his initiative. Also,. it states. another verifiable fact used to support 
the initial transitional/helping sentence on initiative. 

(6) A concrete,’ direct &suit ‘of Staff Sergeaxit Doe”s initiative was the 
success, of the counterattack. This helps justify the reconmended award in 
simple, short, direct, and&curate factual, statements. 

,- :. 
(7) Here’s another idea that gelled from a key mrd “ability,” which we 

expanded on to form a transition from the idea on initiative to this idea, of 
being an outstanding instructor. Notice that the sentence is direct and to j 
the point. .’ /. 

(8.) -.This / sentence. supports the preceding, transitional sentence. with a 
verifiable fact and also conahents on Staff Sergeant Doe’& expertise in several 
areas. Notice. the active constructions of “. r .taught.. .acted as.. .” 

(9) These ,are probably twr> of the strongest, most supportive phrases. in 
this narrative. These are hard, verifiable, commendable results of Staff 
Sergeant-&e’s efforts., These sentences lend credence to Staff Sergeant Doe’s 
technical’ expertise and his ability to convey ‘that expertise to’ others in a 
meaningful .manner . It also lends, credence to. the claim w made earlier in the 
narrative about his teaching ability. 

(10) This phrase is a ‘combination of a duty performance description 
highlighted by characteristics. It is put. into solid form -with the help ,of 
transitional sentences to form a complete supported’claim as to Staff Sergeant 



ekeptionally high. During the4988 Post AGI, his M6OA3 received a 

no-f&+5-noted, coqmnendable,, r$zing -. one ,of. three in the squadron., (11) Staff 
. . 

Sergeant, Doels devothn tp auty and standards of excellence dre in keeping 
.’ 

with the &nest ..tradi&ohs of the-: military service :&a.. reflect great credit 

upon, himself ,; -.&e Nonco@ssio&d:Officer Corps, and. the’ United States Army. 
_. . - 
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RULES FOR MILITARY CORRESPONDENCE 
1. Follow these military ,style rules (per IM Pam 310-20: 
Publications: Action Officers Guide) : 

Administrative , 

: 
NWBERS. 

! 
“10 guns,: 

Express whole ntirs.of 10 or more in figures: ‘15 missiles,” 
and “40 men.’ 

.O Spell out nunbers at the beginning of a sentence: ‘Fifteen 
missiles are in storage,” “Ten guns are at the repair shop.” 

0 Express numbers as figures when they are a unit of measurement, 
time, or money: “4 inches,” A3 hours,” and “$6.00.” 

:, 

0 Spell out ntirs under 10 (except those that are a unit of 
measurement, time, or money) . For example, -write ‘three soldiers’ not “3 

, soldiers.* ., ,, : ‘_ 

Exanple: We have five new %CGs in the battery. 

Except in legal documents, don’t write numbers in the duplicate 
form: “f&r (4) dollarsw’.:or .“four dollars” ($4) .I 1 j 

i._ : : 
0 Use figures for a group of tW or mOre related numerical 

expressions: “She typed 8 of the 10 pages. We have 3 of the 8 men present. w 

Jll.iMB~ IN coLuMNs. In lists and charts, write nunbers right-justified. _ 
Always list the elements of the list in. the same order. 

EiIGHT WRmG 

1st Bde 167 2d Ude 32 :. 
2d E!de 1st Bde 167 
3clEkle 4’ 3d Bde 9 : 

MILITARY TIME. Use a group of four digits, and .don’t include the word 
“hours:” “0800” is correct, not wU800 hours” or w08U0 hours in the morning.” 

4 
MILITARY DATES Express the date as day, month, year in all military 

correspondence excipt letters: .15 January 1987. 
also abbreviate the year: 

rf you -abbreviate the month, 
15 Jan 87. (The abbreviation isn’t all capitals.) 

kkNATI(3N .OF MILITARY UNITS. Use- words in referring to armies, :sarmy 
areas, and air forces: r”ifth U.S. Army. Use Roman numerals for corps: V 
Corps. Use ordinal numbers for divisionsi brigades; regiments, battalions, 
companies, and detachments : 
Compaw l 

1st Battalion, 5th. Field Artillery, 43d. Ordnance 
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,.I 

aIl&acywDRDING. 

0 Use “soldier” or”“officer” not “service member.” :; ’ : 

. 

1 0 Use rank not pay grade. For extiple; use “first lieutenants” 
not “02s.” Also, use “LX-level comand” or “battalion-level command” rather 
than “05 c+zind.” 

CAPIW4LIZ*&CN. 
:. 

Capitalize rank only’ when 
For example, write “promotion to captain” and : -: 

2. Use the. preferred spell ing . 

0 Writes w judgment? .rnot ,’ w judgement + w 

0 > Write wcouns+dw not “counselled.” 

it’s necessary and appropriate. 
“Captain Brown.” 

1 

cc 
0 Write “Provost Marshal” not Provost Marshall.” 

0 Write “Fire Marshal” not “Fire Marshall.” 

3. Don’t misspell these comnonly misspelled words. 

absence 
canceled 
develop 
judgment 
moral/morale 
personal 
recommend 
supersede 

analyze 
cancellation 
ensure , 
lieutenant 
muster 
personnel 
rescind 
to/two/too 

analysis 
colonel 
exercise 
lump-sm 
occasion 
professional 
separate 
there/their/they’re 

artillery battalion 
commi tmen t counseling 
initiative its/it’s 
maintenance manewer 
occurred payment 
proficiency receive 
sergeant soldier 
defense cavalry 

4. Form the plural of words correctly. 

plur% on the noun: 
When a noun is hyphenated with an adverb or preposition, -form the 

saw. w 
‘The passers-by were impressed by the dinings-in they 

0 When a rank consists of an adjective and noun, make the noun plural: 
“There were many sergeants first class (or SFcs) present to hear the 
presentations by the sergeants major (or SGMs) .” 

0 Indicate the plurals of capital letters and abbreviations by adding 
the “s” alone: ‘three Ps, four Ss, two FIX&, 10 SFCs, 12 0E~s. 

.iJ Add. “sw alone for the plural of numbers expressed in 
198Os, the W-2s, temperatures in the low 20s. 

5. Use the right signature block (per AR 25-50, Preparing 
Correspondence) : 

figures : the 

and -Managing 

0 In letters, write using upper and lower case letters 
Write out. the rank. For NCOs, then put USA. For officers, U.S. ,’ 
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Jerrard -a. Jeraldson Robert B. Robertson 
Staff Sergeant, USA First Lieutenant, U.S. Army 

0 In memoranduns and -other forms, use upper case letters. for the name. 
m preserve block style format, use short. title abbreviations and any mixture 
of full or abbreviated rank and branch. . . 

JERR&D N.’ JEWLDSCN ” ROBERT ‘B. ROBERTSON 
!%Gj USA 

JON.SMITB 
First Lieutenant, AR 2LT, AR 

Platoon Sergeant,. Executive Officer x0 

0 When writing as an individual,. 
unit: I 

add your social- security nunber and 

r 
JERRARD: N. JERAIDSW ROBERT B. ROBERTSCN 
444-22-9999 555-66-7777 
SSG, USA 2LT, AR 

RRB, 2/27 Field Arty C Co, ,1/37 Armor 

,’ 

-\ 
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ABBREVIATIONS, ACRONYMS, AND BREVITY CODES . .'-. . 

1. Acronyms. 

T 

V 

Write out acronyms the first time you use them. 
*Advked 

Ebr exakple, write 
Nonconraissioned Officer Course (ANCDC) ” the first time you use 

“ANCOC.” (Also, notice that “n0n~0mnissi0n~ed” is one mrd without. a hyphen.) 

b. Don’t use apostrophes when you write plural aCrony+. For example, 
it’s “NCOs” and VXRsn not nNCOssn and “EER’s.” 

2. Abbreviations and Shortened Fkms of Words. 
L 

a. Don’t use periods with military abbreviations. It’s “Ft kragg” not 
“Ft. Bragg” and “CPT Jones” not “CPT. Jones.” 

b. Don’t use shortened forms of words in the body of correspondence. 
For example, .don’t use “thru,” “ASAP,” or “btry” in narrative; spell out 
“through, ” “as soon as possible,” and “battery.” 

c. Write the abbreviation for “headquarters” as “HQ”; note there is no 
“S.I 

_~ 

d. Abbreviate the m,rds “second” and “third” as “2d” and “3d” (without 
the “n” and “rr) : 2d Battalion; 3d Armored Division. 

e. Write out the word “percent” unless you!re using it in a chart. 

f. Don’t put a hyphen between the letter and nwnber of a ‘staff position 
title. For example , it’s “Sl” and “G4” not “S-1’ and “G-4.” 

3. wnly used Abbreviations, Acronyms, and Brevity Codes. 

General GEN 

Lieutenant General LIG 

Sergeant Major of the Army SMA 

Comnand Sergeant Major CSM 

Maijor: General .: MG Sergeant Major 

Bri-gadier General 

Colonel 

Lieutenant Colonel 

Major 

BG Master Sergeant 
Y 

.COL First Sergeant 1SG 

LTC Sergeant First Class SFC 

M?LJ Staff Sergeant SSG 

Captain CPT Sergeant SGT 

First Lieutenant 1LT Corporal CPL 
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Chief Warrant Officer 

(Also CW2, cw3, CW4) 

cbxl Private First Class PFC 

Pr,ivate .E2 Pv2 

Warrant Officer, 
-’ .c 

General Schedule 

Wage Grade Bates 

-team 

squad 

sectiun 

platoon 

-em 

battery 

troop 

,$ -. 

WOl .Private El;.’ 1.: _. 0 ii -. .PVl 
. : 

GS’ General Schedule-Merit’ Pay GM 
.> I:-: _,: 7: 

‘.W -Private T ,;,, I“: -FwT :_., 

UNrpj: = -. .<,: . . . _‘. i 

h. 7 battal.ion, . . ‘. ’ L.. ,_.;,. bn 
-,I 

ssa “, 
L- 

squadron -=2&n . I .’ ,- 
set brig&. ~ -We: :.‘: 

. . 

elt.’ : -’ 
; .,;; -,: < i 

regiment .reg: 
. . ‘; 1~ 

co group gp: ..I,:, 
‘> 

&ry -’ :- .‘dieision+ ,: : ; :’ ” dig “, 
.: .‘,. :. ; 5: ., 

trp “’ corps .: (none) 

AR .Ir$ar#iy.- 
!  

. )  >,.::’ .  
..1 ‘_ : 

armored armd infantry inf 
.- . ,G’, :. ._li ,. r ;. 

Field Artillery FA ar,tillery arty 

mechanized mech airborne abri 
-, . . :.__,.* 

Engineer EN I.. engineers ,’ -. .._ engr : ,. : 

Headquarters Battery HHB Service Battery ‘= Svc’ Btry 

A Battery ” A,Btry Division Artillery Div: Arty 

‘3d. Armored Division. 3d Armd Div 3d Infantry Division xi. ~Inf:~Div 
L :- : . 

‘_ ,,.’ ; A 

r 

‘. 



.~ 

Advanced Individual T&ning AIT .,,, : ,j -9; ‘.., .‘I” ,:.- 1 ;I 

Advanced Noncomissicned Officer Educational System 
ANcoEs .. -Ii ,,: -; -; . . 

,. 
Advanced24oncomissionti Officers Course 

Annual General Inspection 

Army Physical Fitness Test 

Army Post Office 

Army Training and hraluation Progran 

Career Management Field 

Close of Business 

Comander 

Executive Officer 

Field Manual . 

Field Training Exercise 

Fire Direction Officer 

Fire Support Officer FSO 
Military Occupational Specialty 

National Guard 

Not Earlier Than 

Not Later Than 

Permanent Change of Station 

Privately Owned Vehicle 

Skill Qualification Test 

Standing ‘Operating Procedure 

Staff Judge Advocate. ’ 

Technical ‘Manual ’ 

APFT 

APO 

ARTEP 

COB 

/ Cdr 

x0 

FM c 
FIX 

NG 
NET 
NLT 

PCS 

Pov 

SOP. 



United States Army Reserve , : I ..JJyp : i: ... ;<;- : ;; l':.y,::,, 

United States T ,. "Y- .: ._ j& : ,&.' .,_ ;: .q;s. ~ . ~-. 
United States Army ,.:,‘, .=‘ , -;. ' @A or U.S...,Apy,; ,. '_ 

..‘. I _ :.. :‘* I 

/ .. 

**t*A*****************~*****i**********~**********~**~~*~*~*~~***?~~*.~,??****** 1 
. 

. ..an order thpt can be misunderstood will be misunde+ood,-:...: ..,. 

-Von Moltke 
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Use Personal Pronouns ‘- 

,.I The new Army style.requires using pronouns like & we, and &+ 
writers avoided them, 

In the past, 
* 

personal. 
perhaps because they sounded too subjective and 

Avoiding .,-personal pronouns creates an institutional tone. Such a 
tone can block or slow.down communication; 
using personal pronouns. 

A direct and natural style demands 
They make the sentences:easy to read and understand. 

Rewrite Expletives 

An expletive is a word that takes the place of the subject ., The tm comn 
expletives are there and it (when & do&r? t replace a noun) . 1 : 

IT AS A PRCNOUN The, report is very thorough and convincing. 
It Will open people’s eyes. 

c IT AS AN EXPLETIv$ It is important to understand the concept. 

The verb and its tense don’t make any difference; : 

As expletives, there and it are never subjects. They create an abnormal word 
order by forciw- subject to appear after the verb: 

There is .a -good ‘reason for my decision; . 

(“‘I 
L”’ 

The 
the 

But 

subject is reason. Rearranged, the sentence makes that clear, bringing 
key mrd to the beginning: 

: 
A good reason for my decision exists. 

rearranging the sentence reveals another problem with .most, expletives: 
lack of meaning. Although they seem significant at first glance, they do 
little more than aff inn existence,. Li ke -the example, 
disguise the lack of any important idea. 

they can actually 
: ‘, 

%o often, however, expletives merely add empty words. 
with the real subject: 

lb avoid them, begin 
c 

I have a good reason for my decision. 

So revised, the sentence is direct. But .it doesn’t give any specifics. The 
best version names both the decision and the reason: 

I have decided to accept the job at Fort Bliss because the dry 
climate in El Paso.. will be good, for my bronchitis. 

:  
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Avoid Smothered Verbs 

Smothered verb phrases have short, precise,, action verbs .buried in them. 
They.often start with these verbs--“make, give, provide, have,“--and end 
with nouns ending in “-ion, -ante, -merit, or -ity.” 

SMOTHERED: * BET@& 
make a -decision . . ...’ . . . . . . :..decide 
give a call: to..;; . . . . ii,. . . . . ;call 
provide support’to...........support 

. 
Avoid Jargon, Cliches, and Doubletalk 

‘Jargon,’ ‘cliches, :and doubletalk often confuse more than Iclari-fy. 
Sometimes they, reflect the writer!s *‘attempt to ‘appear ‘knowledgeable or 
impressive. Sometimes they are’ meant .,to dntimidate the reader, making 
him seem ignorantor an outsider to privy information. 

WEAK:, BETTER: 
&%nsized.;......~........smaller 
service technic.ian,; . :. *. . !. . .repairman 
mission accomplishment,l.....success 

Avoid Legalisms .  

\  

Legalisms are overblown, pompous,.outdated expressions that--often confuse 
more~‘than clarify. 

.: : 
WEAK: BETTER: w’ 2’ 
notwithstanding.. . . . . i.. ..:. . .in spite of 
heretofore . . . . . . . . . i....;.‘..;..until now 
the aforementioned...........the, that, those 

Avoid Doublings 

Doublings are repetitions that waste the readergs time.. Often they don’t 
add new information. 

DOUBLINCS : BBITER: 
His duties and responsibilites...........His duties 
Please review and coment....i.....-......Please comment 
The importance and significance of.......The significance of 

” 
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Avoid Sentence Stretchers 
:  , ,  ‘. 

.  .  .  .  

/i 

Sentence stretchers (“It is, lhere”is, There are, that, tiich; all:) will, 
has,“) add unnecessary bulk. They blur the main.idea. ,$ : 

.^ . . . 
UNNEEDED: 
It is required that you -attend 

BETTER: :. : 
. . . . . . ..i.....Y& must attend 

There are many solutions to the problem. . . . . .The problem .‘has“, t., .” 
My plan is the only one ti like 

many solutions. 
. . . . . . . ‘...;.+ly plan isthe j 

, only one r;le like. .’ ‘. 

Write Solid Sentences’ 

The most natural and, &mn pattern’for sentences is subject-verb-object2 
2 -, .; ., ._ ..I 

Your fact sheet’ must explain the. reasons for accepting- any new 
modifications to the contract. 

The subject appears at or near the beginning, the- verb follows immediately. 
This pattern gives readers the grammatical foundation for the. sentence, the 
platform on-%hich the more complicated ideasand specific details ‘can stand. .’ * 

Control the Nouns : 

Turning act.ion words like refer and resen’t into’ nouns reference and 
presentation is a useful process. :: Often, - p+--F 

c owever ,, the process can ’ overburden 
sentences with nouns. Such sentences are awkward and heavy: -i _ 

The manner of presentation throughout the text has been designed to 
convey the elements of aerodynamic theory,’ practical experience,, and 
application. * ,.. _ ; : :, 

. 
Using presents as the verb lightens the sentence: ’ 

i; 
The text presents the elements of .aerodynamic theory; practical 
experience, and application,: 

..~ ., 
Expressing the. idea ‘of presentation ,as a- verb makes the sentence shorter ‘and 
certainly less cumbersome. Shorter words lead to a shorter :sentence. In this 
case, as usual, shorter is better. 

Abstract Nouns 

Abstractions name qualities or ideas-like value and duty. 
see people acting dutifully, 

While readers can 
duty itself doesn’t have physical existence. 

It’s a concept. 
inspiration. 

For one person, -duty ‘may be a chore; for ‘. another, an 
In fact, the more ,abstract a wrd is, the wider the diversity 

and the greater the chances readers wi-11 misinterpret. 
being understood by being specific. 

Improve the odds of 
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Noun Strings 

” ,*, .: 
A noun phrase consists of a noun and its modifiers; Appearing, before .‘oL after 
the noun, the modifiers clarify, limit, and describe it. Phrases made up of 
four or more nouns are noun strings. ‘, 

.Consider a typical one: “communications center operations personnel 
training.” Does it mean training for personnel involved with coznnunications 
center operations or training. for operations personnel in the communications 
center? Consider an extreme one: “HQ service school .Army Training Center 
(AK) evaluation program schedule (,CY86) .“. Such strings.are always confusing. 
Often they defy translation.’ 

Rewrite noun strings using normal phrases and :possessives. For .example, 
“simulation directorate reorganization initiative” should’, be “the , 
reorganization initiative for the simulation= directorate” or “the simulated 
reorganization initiative for the directorate.” C&e. of these describes the &d 
facts accurately. Write. accurately even. though doing- ‘so takes an extra- word 
or two. 

Take an Appropriate Tone .. ‘, 
. 

Tone of voice reveals the speaker’s.attiftie toward the subject, the aud,lence, 
and the occasion. It can even reveal the speaker’s self-image and 
preparation. 

At some occasions like award. ceremonies, formal mrds are preferable. For 
example, request is more formal than , ac&re~--mpre formal than: qet., 

: 
Sentences that invert the normal subject-verb sequence often sound excessively 
formal : 

.., -. 
Principal among the persons to whom we owe thanks for improving 
armywide readiness is General Elliott. 

But semiformal tone ’ is the best for nearly all Army. writing: correspondence, 
pamphlets, manuals, training publications. I.t shouldn’t sound‘ relaxed or be 
nonchalant to the point of using slang; It shouldn’ t sound oratorical and 
stiff, either. It should use careful and precise wording and may use 
contractions, personal pronouns; and copan&. , 

. 
INFORMAL 

The reps don’t want their suggestions sideswiped. 

SEMIFORMAL 

The representatives don’t want. their suggestions rejected. 

FORMAL :.. _ 

The representatives do not wish their suggestions found inapplicable. 

Assess the subject and the occasion; then make the tone fit. 
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Organize Your Ideas 

Clear and consistent logic helps pull ideas together,-.tightening the coherence 
and giving order to the separate pieces of information. Choose an 
organizational. pattern from. those below. Dori’t .lose .sight, -of. it while 
writing; and don’t let yo.ur readers’ lose sight of. it. p 

..i I .’ : ..: 
ChLonolOgy , Process -, ’ : 

__ .‘I ;. - 
Perhaps the simplest of all organizations, chronology organizes events into a 
sequence of time segments that are often regularly spaced. Annals are 
hfstories. presented in ,yearly, segments. Scenarios divide events.. into roughly 
similar segments+hours, say; orhalf hours; ‘, J. / ..; 

P. j : :., ., 
A process is a step-by-step sequence : that occurs ‘over a span of time. .qbe 
steps, rather than time.segments, control the organization: 

Cause 
up to 

c’ I--,’ 

,. Cause:, Effect ./ . 
I . ._ I ,  .  .  , . i . . .  i 

begins, with the effect, .or result; It then -traces the;-reasons leading 
that result. :: :/ . .: 

Effect- begins with a cause and looks at’ subsequent effects, 
-future, possible, or actual. 

inanediate- or 

. ‘. .-.%’ ;: 
Cause and effect are inseparable,:of course. 
a further effect, and so -on; 

An effect ‘becomes.:the cause for 
“‘,A single effect, may have multiple causes; a 

single cause-may have multiple effects. For purposes of organizing.,. however, 
consider them as opposite ways of lookgng at .’ the same. 1. .m&erial. Avoid 
shifting your focus from cause to effect and back. 
unmanageable and confuses the emphasis. ., 

Doing so makes the logic 
‘- ,_. I 

,..’ ., ,/.- 
Comparison, Contrast 

.  :  ,: 
Comparison concentrates on, sim[larities ‘-among items or -events*‘. i Contrast 
stresses the differences. Between any &o possibilities you! ii.. probably find 
both similarities’and difference-s, but for organizational purposesi use ‘one or 
the other. For instance, a discussion of NATO and Warsaw. ~Pact operational 
tactics might very’ well-, look for points they share; but 3f the principal 
purpose is to prepare for maneuver, then similarities might not ,be relevant. 

c -A”’ 
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Classif ication;‘, Division : _. _ ,, ‘.-‘ ‘.~ 
Classification places items within larger categories or’lcreates categories out 
of raw material. Division; ‘or what some. call.: -alnal.ySis, is. :the opposite 
thought pattern.. :* It consists of -beginning. with a category :and breaking,. .it 
into its components. Classif ications and -division are,, -in :fac t , o,pl%ite .ways 
of looking at the same material. :A ‘classif ication pattern, for :example, .SK+d 

begin with each of the separate paragraphs. for an operations. order. A 
division pattern would begin with the whole. order and then deal with its 
separate paragraphs. 

.- 
Induction, Deduction ,.,.: -’ 

’ 
, _: : : ./ 

,. ., .L 
The ‘inductive pattern firstbresents specific instances, discussing each in 
turn. It then draws the general idea. ‘from ‘all ‘*the specifics.’ ‘.‘Deduction 
presents, the- general idea first. It then applies the .idea :..to speci-fit 
instances. : ,.-.; 

G 

These two patterns often tirk -together.- ‘.Inductive thinking formulates the 
general idea, and deductive thinking applies it. Sometimes they overlap. 
,While you’ re developing the broad concept i look, ahead -to see how’ it might 
apply in particular cases’. .-.. 

t 

Others ,,,:r, .;’ ., 
,^ . 1, k. I. ,, ‘.. 

Other ‘organizational patterns include mrking from most to least’ in&rtant-- 
or vice versa-- and working :,, from the largest ~.to the. smallest--or : vice 1 versa. _, 
They have much in common with’, induction .i : -  

‘. 

I  ‘.’ ,, .:’ -., 
Mindmap Your ‘Topic &fore Writing , :I I_ 1 : a2 s. !,, 

, ’ I, :. .’ . . . . -: 
Use the Mindmapping Technique to brainstorm, your .topic, org.ahize. your 
thoughts, and create a. rough outline. 

.:. ..-.. 
The worst way to ,start writing is -to just start writ-ing. It’s better to. think 
through your, topic ;’ collect and organize, your thoughts, and then:wrlte, ,an 
oWl. ine of,: your main points. Use +s’ !$$mapping Technique to get ‘..of f to such a start: ~: I .^ 7 : . . : +. 3 :: ‘, i 

: ‘.., ,-> ;/. : 
1. Along the top of a blank sheet of paper, :&ate, &y you’re writing; : That 
is, clearly identify your purpose. 

2. Below that, state your. intended audience. Be specific. 

3. Then write out who will sign the document you’re preparing. Are you 
writing for yourself or someone else? 

In the middle of the paper, write your specific topic. 4. Restrict it as 
necessary to a manageable- scope. Then draw a. circle .around it. 



. 
;- i 

5. In the next three to five minutes, ‘k-i te down all your’ ide& &out the 
topic. Use abbrqiations or short&and to. jot down +v&rything you @Q, as fast 
as you can, an*ere on the @p&r. I’ .-_ :, I 
6. Draw lines connecting all Lelated ideas. ,: ._ nati is, group your ideas by 
deciding which things go k&her hat&lly. 

7. Give each- c$oup’of r&al& idek ‘d, heading ,o,r name. ” ,. 

8. Cross out unneeded ideas ok’ groups of ideas. 

9. Figure out-your “bottom like*‘- 
it at.the top of.+ur page. 

the main idea you want to express. Write 
~, ., _ -’ .’ __ I 
: 

You have just ti$le+t&’ the mi&&ing process and ,)iour 
~, 

.‘. “fir& d&kn Now 
create a formal 
outline. 

putl@ to ref iy >.you,r 1 though& I and writ& youir paper from the _; (. :. 

.- 
c 

reserve/guard options 

\ c : 

newreciuitment 

media opportbnities 
.;, 

”  

, ”  
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Avoid Fallacies . ,:. ,1 : . ’ .>, -_ 2: . ..i 

*Failacies are-illogical statements caused by er.rors in thinking,. *Those listed 
below are three of the many possible. ‘A, 

. . i Hasty .Generalization. ., ‘. ,,i . . 

_ A generalization drawn ‘from a single instance or an, insufficient neer of 
instances is logically indefensible; You- can’t be--sure asingle instance 1s ’ 
typical. Jumping to broad conclusions is a sim!lar fallacy.. ~ : 

i 
-,: 

2. 

Begging the Quest!on . . ’ 
.,. :.,. .: 

Begging the, question occurs when a statement or argument repeats its 
assumption. The log@ goes in a circle, endjng up where it started:. 

Your performance ‘.appr&sal has a“high priority b&&se it’snear. the tophof 
the list of actions, we have to take. 

c 

Looking like an important assertion at .first glance, it merely repeats itself: 
the priority is high because the priority is high.’ 

3 

Equivocation 
“. ..T., _ 

Equivocation occurs when words shift meaning:, 
-? ‘., /_. 

The end of our meeting is to end these rumors about manpower Cuts. 

Use Parallel.Constructions 

Be consistent in your grqati’cal structure. Don’t -mix sentences and 
fragments, nouns and verbs, or verbs and infinitives when writing lists. 
Don’t shift verb tenses, ,mood, tone, or ,point .of view’ when writing‘ sentences. 
Use logical patterns ‘to keep your reader on track. 

Punctuate Correctly 

Use a Comma: 

‘lb join two closely related sentences with a conjuction--and, but, or8 
for, nor, so, yet. 

,. 
SGT Jones is ready for duty, and he has read th.e CQ- book. 

4 

(independent clauses) 

TO set off an introductory dependent clause form an independent clause. 

duty. After. he reads the CQ book, the sergeant can start, his 
(Dependent clause, independent clause) 

/ 
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To set off a long introductory phrase form an independent,cla’use,. 

During a check of the billets, the .first sergeant saw problems. 

cl 

(Long introductory phrase, independent clause) 

\! - Use a Semicolon: 

To join two closely related sentences-without a conjuction. 

The sergeant is ready for duty; he has read the CQ ’ book. 
(Independent clauses) 

With adverbial con juctives-however , therefore, then, also, moreover, 
consequently. 

P 
SGT Jones is ready for duty;. howaver, he must first was 1SG Po. 

UseaColon: _ 

After a noun to indicate. that a ,list follows. 

He found many problems:. dirty latrines, floors,‘ and. windows. 
(Independent clause: 1 ist) 

When a list follows a complete thought* 

0 
To be a good leader, ‘an %ff icer or NiO musk be ,the following: 
A competent teacher. 
An effective counselor. 
An efficient manager. 

Use the Dash, Apostrophe, and Hyphen: ,. 

F 

Use- a dash before a dramatic, explanatory remark. > 

He said the’ battery needed a party-a GI party. (independent 
clause--exploratory remark) 

Use a dash when you need a list to form a complete thought. 
. 

lb be a good leader, an officer or NC0 must be- 
A competent : teacher . 

: 

An effective counselor. 
An efficient manager. 

-: 

Use an apostrophe with possessive nouns. 

The first sergeant’s cbmments were brief ‘and drew the batteryis 
sergeants! innnediate attention to the problem: 
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Don’t use an ap6strophe to form the plural’ of an -acronym.I ‘. +-: 
. . 

The various NCOs took the SQTS for their Mo5s. 
/.’ 
Use hyphens for compound nouns, nLPnbers, and modifiers. ., 

right-of-way well-known NCC 
Know-i t-all twenty-five 

Word Use and Misuse 
.,,- : 

Note the following nonstandard constr.uc,tions: “Could, of ,” “Might of ,” “Should 
of ,‘I “tiuld of .‘I They result from the%- fact that in- rapid or informal -speech 
the pronounciation of have is similar to of. - 

Note the proper use of “its” and’ -ilitls,” “.I&’ is a. possessive pronoun; 
“it’s” is a contraction of “it is,” and the apostrophe indicates the omission . 
of a letter. 

: 
Don’t confuse the homonyms “principal” ‘and “pr’inciple.” “princi’pal” ,occurs 
both,as an adjectiv~e meaning “chief.!’ or “m&t. important”. and as a noun meaning 
“head person” or “sum of money drawing inter&t.” “Principle” occurs -only as 
a noun meaning “f’undamental truth or doctrine.” 

. 
Note the difference between the hor&iyms- “stationary” “and “stationery.” 
“Stationary” is an adjective meaning “in one place .,” while *‘stationery” is a 
noun referring to writing paper and envelopes. -. 

Note the colloquial use of “a lot” and “lots” .in the sense of “‘a ,great many” 
or “a great deal .” Standard usage requires “many” or “much.” Never join ,the 
two words “a lot” into the single expression. “,alot~.” 

Note the distinction between. the spelling of “their” and “there.” I:*+ r” is 
the possessive form of the pronoun “they.” “There” is the adverbial form 
contrasted with “here.” “lher-en is al.so.. used as. .an expletive to begin a 
sentence. I 

Don’t confuse “then” and “than.” l!~~~nrnt is an adverb referring to. times; 
“than” is a conjuction usedwith’ comparisons and contrasts. 

Avoid adding the suffix ‘-wise, meaning ,’ “‘concerning ,-I”: to nouns in {order to form 
such combinations as atimewise’,” “plotwise,” “proi@tionwise.” j Some word 
formations with -wise, meaning “in the manner ‘of,“’ are acceptable (e.g., 
“clockwise”) . ,. .- 

. 
The use of take and.. . . and -try and.. . . . is not acceptable in formal English. 
The sentence, 
simply, ” 

“In a lrage, he took and smashed the vase,” should: ‘be stated 
In a rage he smashed the vase.” The sen.tence, “He ought to try and 

kick on the next play,” should be stated simply, “He ought to kick on the next 



play.- ’ If the idea of. trying,, attempting, or endeavoring tol:.do.. something is 
intended, express the intended action as an infinitive: “He-to@ht to: -try., to 
kick on the next play;” 

The plural of “self” is “selves.” Such nonstandard usages as “They hurt 
Vhemselfs,” and “They hate their&f& .are -unacceptable. ’ ” 

Note’ the difference between “moral”’ and “morale.“. We talk about the’.*‘moral” 
of a story, but about the “morale” of the troops. 

“On account of” is not an acceptable substitute for “because;” ” 

Note the difference between “advice” and .“advisel”.’ The first,form-.&‘a noun, 
the second a verb. YHe advised me,. to .ignore your advice.!’ ‘... ‘; :, 

.-;.-’ i-1 _) 
Note the correct use-‘of “‘loose” and, “lose.” ‘T’ “Loose is most &mmon -as an 
adjective (a loose button),. Always -use lose as a verb. (you are going : to lose 
your money) . 7’. -: 

, .: 
Don’t confuse the words “raise” and “rise”. “Rise” is an intransitive verb 
(rise, rose, risen) used most. often with’ the. mean,irig “to start -or--get up” (I 
rose this morning at dawn) i i “l+ise” is a trasitive verb (raise, raised, 
raised) meaning “lift” or “elevate” (Raise you’:hand-- if you have .g question). 

Avoid using ““is &en” and “is where”, in definitions. ~~~~~~~~ Gf **eni.' 'or 

“where” use a noun phrase or clause. 

Notice the final “d” in “used to.“. We do not ,.pronounce it -in formal. speech 
becuask it is elided (omitted or slurred) before- the “t” of ‘-“to.” But the 
phrase is written “used to” not “use to.; &‘., .,?.. .’ 

.. 
Don’t confuse “may be” and “maybe.” The former. .i.s a .compound .vecb; the latter 
is a synonym ,for perhaps. 

,, i’ 
“Irregardless,” a double ,. negative,’ is ’ unacceptable. The mrd to use is 
regardless. ‘- 

Note the proper use of “fewer” and “less,.” ;: ” Fewer”. is the preferred %XTI in 
most examples involving reference to numbers or units considered ind-ividually 
and therefore capable.. of being counted. lSk&it .refers ‘f-0’. &11$+(+&L- &antity 
or to something abstract; fewer people, less .nois,e. Sentences. involving 
periods of ,time, sums of money,’ .or measures of distance, ’ wt&ght,;: or’ ‘the like 
usually require. ‘less,” since. the sense of -is collective. . . ‘. 

Note the conMnon confusion between “accept” &cl ‘except.’ ” &’ 1 i;ac@e’l means 
“to receive as a,” “to agree to as a plan,” etc. “Accept’ is always a verb 
and ‘always has in it the idea of receiving or agreeing to. “Except;” as a 
verb, preposition, or conjunction, always conveys the’ idea .of .excluding or 
omitting. ’ : ,. I 

I 
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Note the proper. use of the adverb “too .I’ Avoid using tooas a conjunctive 
adverb: *Too, it was unjust.” It is also incorrect as an intensive: “They 
did not do too well.” Use “very” or nothing. 

The correct term is preventive medicine, not preventative medicine. 

A person is ill of a disease, not with it. A person dies of an illness, not 
from it; 

People usually die unexpectedly, not suddenly; all deaths are sudden. 

Proceed forward is redundant. Proceed says it all. 

The term last and latest are not synonymous. For example, the latest edition 
is the momecent one, and the last edition is the final one. 

If you are impartial you are generally considered disinterested. If you could 
not care less, you might be cimsidered uninterested. 

It is between you and me, not between you and L. 

The’past participle of prove,. is proved, not proven. 

~***************~********************,***************************************** .’ 

’ Army leaders -must be able to read, write 
and. speak effectively. If they cannot, and 
overwhelming exp.erience tells US jtoo many 
cannot, they will not function effectively on 
the battlefield. At the very foundation of 
warfighting is the ability to c.ommunicate 
the commander’s intent. This is the 
fundamental reason to .have an Army 
writing program-- it must train leaders to 
#be .effective communicators. 

--GEN Carl E. Vuono 
17 July 1986 

****************************************************************************** 
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